Checks and Payments Maintenance

Introduction

The Checks and Payments Maintenance page was created to provide you with an area to search out and
work with your county financial data. There are several common searches which can be done through
this page, as well as a number of very detailed searches that can be executed.

Along with searches, this page provides you the ability to complete several types of actions on one or
many checks or payments with a single action.

Lastly, the page provides an export feature, allowing you to export their search results to a .csv file,
which can then be opened up in a spreadsheet format.

This Quick Reference Guide outlines the common searches and actions that the page offers, and details
how to work with exported results.

Accessing the Checks and Payments Maintenance Page

From the desktop, go up to Maintain > Financial > Checks and Payments Maintenance. This will open
the Checks and Payments Maintenance page.
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Search Criteria Overview

— Search Criteria
County; |A=hland hd steofrice: (NN - Select By: |Ch&'3k5 E‘
Check Status: IF'\" . Payes ID: I Person I0: I Voucher # I
Placement Type: I Srve Cat: I Srvc Type: | i
Payment Type: I Payment Status: I i
Wiew Records From: I':”:'-":":'-”:":":”:' To: I':”:'-":":'-”:":":”:' Sort By: IPHY'-?E

1. County: Defaults to your county. Not a selectable drop-down.

2. Site/Office: Use this to look specifically search for check or payment data for a certain site. This is
helpful for larger counties with multiple sites. Note: if selecting by checks and if the check
includes another site’s payments as well as the selected site, the check would display for both sites.

3. Select By: Defines what is being searched (Checks, Payments, Overpayments, or Payments &
Overpayments).

4. Check Status: Use this to look specifically for check or payment data based on a certain check
status (Pending, In Process, Outstanding, etc.).

5. Payee ID: Use this to look specifically for check or payment data for a single Payee.
6. Person ID: Use this to look specifically for check or payment data for a single person (child).
7. Voucher #: Use this to look specifically for check or payment data attached to a certain voucher.

8. Placement Type: Use this to look specifically for check or payment data for a certain placement
type (Foster Home, Group Home, RCC, etc.).

9. Srvc Cat: Use this to look specifically for check or payment data for a certain Service Category
(Foster Care, Kinship — Court Ordered, Secure Detention — OHP, etc.).

10. Srvc Type: Requires a selection in the Srvc Cat field. Use this to look specifically for check or
payment data for a certain Service Type (Shelter Care — Paid, Respite Care — Paid, etc.).

11. Payment Type: Use this to look specifically for check or payment data for certain types of
payments (Administrative, Costs > Spending Limit, Extraordinary, Maintenance).

12. Payment Status: Requires that the Select By value is Payments, or Overpayments. Use this to
filter search results by the status of the Payment (Cancelled, Pending Approval, Non-System
Disbursed, etc.).

13. View Records From and To: Use this to look specifically for check or payment data for a certain
date range.

14. Sort By: Allows you to define how the data should be initially sorted when returned (defaults to
Payee. Can be set to Date, Amount Ascending or Descending, etc.).
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Common Searches

As mentioned above, the Checks and Payments Maintenance page offers any number of combinations to
filter and look at your financial data. Listed below are examples of some common searches you may
perform on the Checks and Payments Maintenance page. Those outlined below are just a few of the
many possibilities. This being said, it is important to remember that each element selected acts as a filter
for the search. So the more search criteria selected the more specific the search will be, and by contrast,
the fewer search criteria selected will result in a more generalized search. In some instances, the search
criteria chosen may be too general, resulting in a search that cannot be executed. In this instance, the
search will eventually time out. An example of a search like this would be a search for all payments for
a county with no date parameters.

Pending Checks:

/& https:/ appsa.dcf.wisconsin.gov/ - Checks and Payments Maintenance - Windows Internet Explorer:

e WiSACWIS

— Search Criteria

County; [Ashland | ste/0ffice: | NG Gele-:t By: |Checks )
@eck Status: Payee ID: I— Person ID: I— Voucher # I

Placement Type: I Srvc Cat: I Srvc Type: I hd
Payment Type: I Payment Status: I e

View Records From: |DDIDIZHI}IJIJD To: |DEHIJIJIIJIJDD Sart By: IF'EYEE‘-

B T I L NSRRI NP fic

Pending Release Checks:

,g_C https:/ {appsa.dcf.wisconsin.gov/ - Checks and Payments Maintenance - Windows Internet Explorer

— Search Criteria

County: | Ashland site/office: | NN - | Gelect By |Checks )
@eck Status: Payee ID: I— Person ID: I— “oucher #: I

Flacement Type: | Srve Cat: I Srvc Type: | il
Payment Type: I Payment Status: I W

Wiew Records From: IDDIDDIDDGD To: IDD"DWDU‘DD‘ Sort By: Ipﬂ‘}"'-‘-'-‘-
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In Process Checks:

2 hitps:/ /appsa.dcf.wisconsin.gov/ - Checks and Payments Maintenance - Windows Internet Explorer

cWiSACWIS Lo print (@  SpelCheck (-~ Help (P
— Search Criteria
Cougty: |[Ashiand Site/Office: | @ed By: |Checks
@-eck Status: |||'| Process -: J' Payee ID: I Person ID: I Voucher & |
Placement Type: | Srvc Cat: I Srve Type: I hd
Payment Type: I Payment Status: I il
View Records From: IDD"W"DDD'} To: IM"W"DDD'} Sort By: |Pay'ee

M T T et e 00 NIRRT,

Payments - for a particular child and date range:

’-7- https:/ fappsa.ddf.wisconsin.gov/ - Checks and Payments Maintenance - Windows Internet Explorer

cWiSACWIS print (B SpeliCheck (.~ Help (P

— Search Criteria
County: [Ashiand  ~ Site/Office: | [~] Gelect By: |Payments )
Check Status: I . Payee ID: I Person ID: |12345 Voucher #: |
Placement Type: I Srve Cat: I Srvc Type: I il

Payment Type: I Payment Status: IA”

@w Records From: |IJSJ'IJ1I2IJ14 To: |051'3112I}14 ) Sort By: IPﬂYBE

Overpayments - for a particular provider, dating from a particular date to present
date:

£ hitps:/ [appsa.dcf.wisconsin.gov/ - Checks and Payments Maintenance - Windows Internet Explorer

Print ri Spell Check

— Search Criteria
County: [Ashland __ ~ Site/O ffice: Gelect By: | Overpayments )
Check Status: I Gﬂyee ID: |85423 Person ID: I Voucher #: |
Placement Type: I Srvc Cat: I Srve Type: I b
Payment Type: Payment Status: IA"
View Records From; |04/01/2014 To: I Sort By: IPﬂYEB
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Payments and Overpayments - for a particular date range, sorted by date:

(-7- https:/ fappsa.dcf.wisconsin.gov/ - Checks and Payments Maintenance - Windows Internet Explorer

c I"I"'rj- Lspj'l (_‘ WII 15' UAT Print ri Spell Check i‘- Help r?

— Search Criteria

County: |Ashland Site/Office: | G.elect By: |Pavment510verpﬂvment5>
Check Status: Payee ID: I— Person ID: I— Voucher #: I
Placement Type: I Srvc Cat: I Srvc Type: I hd
Payment Type; [ [v] _ Payment Status: IA"

@ew Records From: ||]3.I'|]1f2|]14 To: IU'B*""MG“) @th By: IDETE‘-

All Group Home Payments on a particular voucher run:

/5 https:/ [appsa.dcf.wisconsin.gov/ - Checks and Payments Maintenance - Windows Internet Explorer

c WiSACWIS ni® s

— Search Criteria
County: [Ashilana__ ~ Site/Office: | elect By: |Payments
Check Status: Payee ID: I Persan ID: I Voucher # |20014

@acement Type: |Group Home Srvc Cat: I Srvc Type: I hd
Payment Type: | Iil Payment Status: |A||

Wiew Records From: |IJEh'IJEh'DI}GIJ To: IDWDWMW Sort By: IPE‘.-"E‘-E

All Administrative Payments - for a particular provider, for a certain date range:

2 hitps:/ [appsa.dcf.wisconsingov/ - Checks and Payments Maintenance - Windows Internet Explorer

[ E{fj“g .1'1 (_' W II.S' UAT

— Search Criteria

County: [Ashiand Site/0 ffice: @:Ied By: |Payments )

Check Status: I @yee ID: |T88583 Person ID: I— Voucher # I

Flacement Type: | Srve Cat: | Srve Type: I bl
Payment Type: Administrative Payment Status: IA"

Wiew Records From: |04/01/2014 To: (053172014 Sort By: IPEY'-‘-E
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Working with Checks

As mentioned above, the Checks and Payments Maintenance page allows you to complete several types
of actions on one or even a group of checks or payments. These actions vary depending upon whether
you are selecting by Checks, Payments, or Overpayments.

The actions that can be completed from this page are:

Cancel Selected Checks

Cancel and Reschedule Selected Checks
Release Selected Checks

Set Selected Checks to Pending Release
Cancel Selected Payments

Link Selected Payments to Pending Checks
Cancel Selected Overpayments

This section of the guide will walk through a single scenario. The steps outlined within will be very
similar for all other possible options.
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Canceling a Payment(s):

1. From the Checks and Payments Maintenance page, locate the payment(s) that needs to be
cancelled. If you need more information before making your selection, click the payment
hyperlink to view the Payment Request page.

ndows Internet Explorer

— Search Criteria

County: [Ashiand  ~| Site/Office: | Select By: |Payments
Check Status: I—V Payee ID: I— Person ID: I— Voucher#: l—

Placement Type: I Srvc Cat: I Srvc Type: I hd
Payment Type: I Payment Status: IUUt&tE"diﬂQ - No Check

View Records From: |00/00/0000 To: |00/00/0000 Sort By: IPEYEE .
Record 1 to 3 of 3 /—\ Clear Fields Search
— Search Results /

(1 select Al

[l ‘ Payment - Adulthood's Path Il - Ashland County Group Home (9221647) Copy
Crispies, Crackle 05/01/2014 - 05/31/2014 Ashland County Group Home (9221847) 0817/2014 351,3585.00

| ‘ Payment - Bellas Group Home - Bellas Group Home (9221946) Copy

‘Bear, /) Payment Reguest -- Webpage Dialog
L] Pawr E p=
L il £ -
Crizpic |f I’{’I LS 1’1 ( WIILS' UAT ™ F Print ',i Spell Check ‘ Help r?
— Payment Request Information Lo
County: Ashland Reguest Date:  08M7/2014 |:| Overpayment Repaid
Payment ID: 9230387 Creator; Batch Program |:| Cancelled
Case Participant Information
FParticipant Crispies. Crackle (3228148) Case: Crizpies. Gina (9223421}
— — Provider Information
Options: .. Ashland County Group Home ) . I—
pt I_ Provider: (8721647 Invoice Date: 00/00/0000
Paves: Ashland County Group Home: Invoice Number: I—
YEE [o2o1B4n) '

— Service Information

Placement: IAduﬂhood s Path Il (GH) - 01/01/14 A Basic Costs: |E1,3ErE-.DI.'I

Service Category: I GH - Adulthood's Path Il ~ Supplemental Costs: W
Service Type: | Adufthood's Path Il (GH) v Exceptional Costs:  [s000
Setting/Detail: IGruup Home b Admin Costs: IW
Begin Date: [pmizo1s | EndDate: [o5E172014 Units: [0 Costs » Spending Limt: [F000
Payment Details Extraordinary Costs: IW

Overpayment Source #: | Total Amount; IS'I 395.00

Payment Created By FM01-Payment-Generation

Description:

Pavment Tvpe Definitions

Repayment Infermation b

oo |
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2. Select the payment(s) that should be cancelled by selecting the checkbox next to the respective
payment.

Note: In the example below we are able to identify more than one payment at a time.

3. From the Options drop-down, select the action of “Cancel Selected Payments” and click Go.
This will open the Cancel Selected Payments page.

-'l'_—" https:/ fappsa.dcf.wisconsin.gov/ - Checks and Payments Maintenance - Windows Internet Explorer

c WiSACWIS Y e

— Search Criteria

County: [Ashiand & Site/Office: | Select By: | Payments
Check Status: I—V Payee ID: I— Person ID: I— Woucher # I—

Placement Type: I Srvc Cat; I Srvc Type: I hd
Payment Type: I Payment Status: IOutstanding- No Check

View Records From: [00/00/0000 1o [00/00/0000 Sort By: |Payee

Record 1 to 3 of 3 Clear Fields

— Search Results
[ select Al
‘ Payment - Adulthood’'s Path Il - Ashland County Group Home (9221647) Copy
Crispies, Crackle 05/01/2014 - 05/31/2014 Ashland County Group Home (9221847) 06M7/2014 51,395.00
Il ‘ Payment - Bellas Group Home - Bellas Group Home (8221946] Copy
Bear, Care 05/01/2014 - 05/31/2014 Bellas Group Home (5221948} 08M7/2014 32.015.00
‘ Payment - ResProg(Boys) - Morthwest Passage Child and Adol Cir (9221503) Copy
Crispies, Snap 05/01/2014 - 05/31/2014 Northwest Passage Child and Adol Ctr (3221503) 08M7/2014 83,085.00

Options:
( Cancel Selected Payments

Export Hesulis =
Link Selected Payments to Pending Checks I0% - 2
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4. Once the Go button has been selected a staging page will appear. The staging page gives you one
last look at the payment data that will be cancelled. You are able to adjust what you are about to
do by unchecking checkboxes, or you can completely back-out of the process by clicking the
Close button. Once the Save button is clicked the payments selected will be cancelled.

Note: In the example below we have chosen to uncheck one of the payments. With this setup we
will only be cancelling one payment (the highlighted payment).

a Cancel Selected Payments —- Webpage Dialog

cWiSACWIS = print /& SpeliCheck (-~ Help (2

—Cancel Selected Payments
The zelected payments will be cancelled upon Save.
Payee Child Begin Date End Date Amount
D Aszhland County Group Home (9221647} Crizpies, Crackle 050172014 053172014 $1,395.00
?;g'l‘;;:; HEETIEEL LT 0 s BT Crispies, Snap 0S/01/2014  0S/31/2014  §3,069.00
sove
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Exporting Results from the Checks and Payments Maintenance Page:

The “Export Results” option from the Checks and Payments Maintenance page allows you to generate
ad hoc reports of your search results. For example, you can replicate the Pending Checks Report by
searching for and returning all checks with a “Pending” status. Or, you can replicate the Pre-Audit
Report by searching for and returning all checks with an “In Process” status. Once the search results
have been returned, go to the Options drop-down and select “Export Results” and click Go.

In the example below, we are going to generate an export of all of our checks in an “Outstanding” status
for the year.

1. Setup and complete your search.
2. From the Options drop-down, select “Export Results” and click the Go button.
3. A Save as Excel pop-up will appear. Enter a File Name. Then click the Continue button.

Note: The export file will be saved in C:/eWiSACWIS/export folder.

-{_5 https:/ fappsa.dcf.wisconsin.gov/ - Checks and Payments Maintenance - Windows Internet Explorer

— Search Criteria

County: [Ashiand ™| SitelOffice: | Select By: |Checks
Check Status: Payee ID: I— Person ID: I— Voucher #: I—

Placement Type: I Srve Cat: I Srvec Type: I hd
Payment Type: I Payment Status: I hd

View Records From: ID”D"QD“ To: I'J'Jm':”'mu':I Sort By: IPE‘.-"EE

Record 1 to 15 of 15 Clear Fields

— Search Resulis
[ select a1
[JE putstanding Check (345) 04/02/2014 - Ashland County Group Home (9221647 - $1.395.00
[JE outstanding Check (234) 02/02/2014 - Ashland CoUnty C e on o izt 002 00

] £] save as Excel... - Webpage Dialog |
[[1E=3 ouistanding Check {123} 02/02/2014 - Ashland County €
&2 outstanding Check (345) 04/02/2014 - Bellas Group Hor Please Enter File Name: |2ﬂ14_0utstanding_(:heclcs{ "
[[1E3 ouistanding Check (234) 03/02/2014 - Bellas Group Hor
B3 Qutstanding Check (123) 02/02/2014 - Bellas Group Hor The file will be saved in CieWiSACWIS/export folder
[JE putstanding Check (123) 05/02/2014 - Changes Group b
[[1E oQutstanding Check (234) 05/02/2014 - Hubbard, Old Mot
[[JE outstanding Check (123) 04/02/2014 - Mothwest Passa \
[JE3 outstanding Check (456) 05/02/2014 - Smith. Granny (9:
[[JE3 ouistanding Check (1234} 05/02/2014 - Snaggletooth Provider Care (9221523)- $2.758.50 / b d

FIE=S Ao i Mo CL SR A EAAIAR A & TRl M oL FRAAMA S BSY mA A s
. v / Close
@IDHS. IF.xIJDrt Results @ -« L

0% v g
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4. Navigate to your C: drive to locate your exported file.

Note: How you access your C: drive and how your explorer window looks may differ from the
screen-shot below, depending upon your operating system and view setup.

5. Double click on the file to open the file in your default spreadsheet program.
Note: This guide assumes that the file will be opened and worked with using Microsoft Excel.

The rest of the guide will walk through some basic setup options that will give greater
flexibility when working with the export.

=10l x|
‘@(j}v| .+ Computer = (C:) UDiskBOOT - eWiSACWIS - export - m I Search export @‘
Organize *  Indudeinlibrary =  Sharewith =  New folder 4= ~ [ I@I
Name “ Date modified Type | Size | |
[=1 788 Computer ‘%] 2014_Qutstanding_Checks 6/20/2014 11:16 AM  Microsoft Excel Com... SKB

=&, (c:) UDisksooT
=) ewisacwIs
| cache

) offline
| template
) work

] 1 item

October 2014
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6. When the file initially opens it will look similar to the screen-shot below.

BA9-0o-Qis M14_Outstanding Checks - Mirresoft xxe|
| Home | et Pagelayout  Formuss Dets Rewew View  Deswlopel  Aucbat 5@ c
3 :z‘:’ ) Calitan AN ™ w W | S Vs Tes Ganeral . m ’ I Normal l Bad Good Neutral : ,3- _-?\ [:I:J ;:’::‘“’" ¥ %'r l’
9::!- o Format Puinter B I Y- I 4 A-EER BH SiMegeacenters $ - % v A M mm ‘:’-t‘a_x MJ Chack Colt Explanotory lm—l o man Dﬂ"lt Fm:ml 2 Cewt - FS::'A' at‘:
Clipbaart . Fortl 0 Ahignment . Sumber . Shyles Cem foiting
[ __~Q L B e —— — : .
[ [T Y-S S TR R T (N YO [N LYV T I S R T Y e i P T )
_3_] iCase (D) fcnild Narr County Pe Payee Nas County Pr Payee AdcPlcmnt Ty Srve Cat - Srvc Type RptCat  Pmnt Stat Pmat Star Pmat End Days Pald Pmnt Type Basic Suppl  Excpt  Admin  >Umit  Extraord Adjust  Pmint Tots Check Stal Check Dis|
2 Crispies, (Crispies, ¢ Ashland C 6932 Nort Group Hot GH - Adult Adulthoot 10 Quistandl 3/1/2014 stmmesse 31 Maint  FEEEESER S000 S0.00 S0.00 S0.00 S0.00 S0.00 Emmmmssm Outstand| sRsEEsg
3 | Crispies, ¢ Crispies, ¢ Ashland C 6932 Norti Group Hor GH - Adult Adulthoot 10 Qutstandl 2/1/2014 sumssuss 23 Maint  mRusmEeE 5000  S000 SO.00 S000 S0.00 S0.00 msswsssw Outstand| messmEss
4 Crispies, CCrispies, ¢ Ashland C 6932 Nortl Group Hot GH - Adult Adulthool 10 Outstandi 1/1/2014 summusme 31 Maint  mesmeeee SO.00 S0.00 5000 S0.00 5000 SD.00 muWweMME Outstandi MMRERMR
S Bear, Cinc 8ear, Care Bellas Gro 7630 W Ce Group Hot GH - Sella Bellas Gro 10 Outstand) 3/1/2014 Mumwwsmy 31 Maint  mwsmwesn 000 S0.00 S0.00 S0.00 5000 S0.00 Mummesmw Outstandi mesmmes
0 8ear, Cinc8aar, Care Bellas Gro 7630 W Ce Group Hot GH - 8alla Bellas Gro 10 Cutstand) 2/1/2014 sunwssns 28 Maint  seswmsen $0.00  S000 5000 S0.00 50.00  50.00 seswasmm Outstandi messwssn
7 Bear, Cinc Bear, Care Bellas Gro 7630 W Ce Group Hot GH - Bella Bellas Gro e 8 Maint $520.00 $0.00 SO.00  S0.00 5000  S0.00  S0.00 552000 Outstand| sesumsss
8 Bear, CinoBear, Care BellasGro 7630 W C& Group Hoi GH - Bella Beilas Gro 10 Cutstand) 5/1/2014 sswmssss 31 Maint  sessmssw S000 S0.00 S0.00  S0.00  S0.00 S0.00 summess® Outstandl sessmess
9 Bear, Cinc Bear, Care Bellas Gro 7630 W Ce Group Hor GM - Bella Bellas Gro 10 Outstandl 4/1/2014 sspssuss 30 Maint  ssssmEsg S000 S0.00  SO.00  S000 SO.00  S0.00 ssmmsmmm Outstandi messwsss
10 Bear, Cing Bear, Boo- Changes ¢ E9490 Chu Group Har GH - Choic Changes € 22 Qutstandi 3/2/2014 suwmeums 30 Maint  messsses S000 S0.00  S0.00  S0.00  S0.00  S0.00 MewwMMEw Outstandi meMmmkuw
11 Crispies, CCrispies, € Hubbard, 3656 Leatt Respite  One Time One Time null Outstandl MIRAIIRY  SERRITY 3 Maint $55.00 $0.00 s0.00 so0.00 $0.00 $0.00 50.00  S55.00 Outstandi mesmwen
12 Crispies, CCrispies, & Narthwes 35 Street, RCC RCC - Nort Restdenta 80 di 3/1/2014 ermwstne 31 Maint  metmssen $0.00 $0.00 $0.00  $0.00 $0.00 50.00 sewwattn Outstandi sasessin
13 Bird, Mon 8ird, Hum smith, Gr 6472 Nort| Fstr Fam F Foster Car Foster Ho 8 Outstand| 2/1/2014 2/2/2014 2 Maint $2679 S$1371 5000 S0.00  $S0.00 5000 50.00 $40.50 Outstand| ssssmesy
18 Bird, Morr Bird, Hum Smith, Grz 6472 Nort| Fstr Fam k Foster Car Foster Ho: B Qutstand| 1/1/2014 ssmsssns 31 Maint $376.13 518581  S0.00  S0.00 5000  S0.00  S0.00 $561.94 Outstandl sEsswsss
15 Bird, Morr Bird, Wum Smith, Gre 6472 Nortl Fstr Famn b Foster Cae Foster Mo B Outstand| SuFsssms Sumpsuss 31 Maint $40000  S0.00 S00C 5000  SO00  SO.00  50.00 S400.00 Outstandi messmsssy
(16 | Bird, Marr Bird, Hum Smith, Gri 6472 Nortl Fstr Fam + Foster Car Foster Hor B Outstandi SHRMENIN MUTREITN 30 Maint $400.00 $0.00 $0.00 so.00 $0.00  S0.00 S0.00  5400.00 Outstandi mesmmess
17 8urd, Mor 8ird, Hum Smith, Grs 8472 Nort| Fstr Fam b Foster Cae Foster Ho 8 Outstand| MUmesime sunwsony 31 Maint $400.00 5000  $0.00 5000 5000  S0.00  S0.00 $300.00 Outstandi mesma
18 84rd, Mo 8ird, Hum smith, Gri 0472 Nort! Fstr Fam + Foster Car Foster Hor 8 Outstand| 9/1/3013 smwetnn 30 Maint $40000  S0.00 5000  S0.00  $0.00 000 $0.00 $400.00 Outstandl sssmmsss
19 Bird, Mar Bird, Hum Smith, Gri 6472 Nortl Fstr Fam F Foster Car Foster Hox 8 Outstandl 8/1/2013 sssmssss 31 Maint S40000  $0.00 SO00  S0.00  SD.00  S0.00 S0.00 SA00.00 Outstandl mEsmmess
120 8ird, Kid ( 8ird, Kid | Smith, Gre 6472 Nort! Subsidizes Subsidizes Subsidized 31 Cutstandl 9/1/2013 s 30 Maint 5388.00 S0.00 S0.00  S0.00  S0.00  S0.00  S0.00 5338.00 Outstandl mesEmess
21 Bird, Kid [ 8ird, Kid ( Smith, Gre 6472 Nort! Subsidizes Subsidizes Subsigizes 31 Outstandi 1/1/2014 supssugy 31 Maint $388.00  S0.00 5000 S0.00  S000 S0.00 50.00 5388.00 Outstandi sEssmsss
22 8ird, Kid [ 8ird, Kid | Smith, Gri 6472 Nort! Subsidizes Subsidize Subsidi £ di UHRMUREY MURRUMEY 31 Maint $388.00  $0.00  S0.00 $0.00 5000  S0.00  $0.00 S3SB.00 Outstandi MmN
23 Hird, Kid ( 8ard, Kid ( Smith, Gra 6472 Nort! Subsidizes Subsidizes Subssd Nno di 6/1/2013 MHwwainw 30 Maint $38800 000 S0.00  S000 5000  S0.00  50.00 $3S8.00 Outstandi mesnmeMe
24 8ird, Kid ( 84rd, Kid | smith, Grs 0472 Nort! Sut Subsidizes Subsid 31 Outstand! sumsnny Stmssiny 31 Maint $388.00  $0.00 $0.00  $0.00  S0.00 5000 S0.00 $338.00 Outstandi mesmmess
25 8ird, Kid { Bard, Kid ( Smith, Grs 6472 Nort! Subsidizes Subsidizes Subsich 31 Outstand! /1/2013 sumsses 31 Maint $388.00 5000 S000 S0.00 5000  S0.00  S0.00 $338.00 Outstandl seswsss
26 Bird, Kid [ Bird, Kid [ Smith, Gre 6472 Norti Subsidizes Subsidizes Subsidizes 31 Outstand) sEFsusss suFsstms 30 Maint $38300  S0.00 SO00  S0.00 5000  SO.00  50.00 S33B.00 Outstandl sEummssm
|27 Bird, Kid ( Bird, Kid ( Smith, Gre 6472 Nortl Subsidize: Subsidizes Subsidizes 31 Cutstandl 2/1/2014 sspssups 28 Maint $388.00  $0.00 5000  S0.00  S0.00  S0.00  S0.00 S$388.00 Outstandi mesmmRsE
28 Bird, Kid ( Bird, Kid ( Smith, Gri 6472 Norti Subsidize Subsidize Subsiti 31 Ox di 3/1/2014 Mummsums 31 Maint $38800  $0.00  S0.00 5000  S0.00 5000 S0.00 S388.00 Outstandi mesEmess
29 gird, Kid ( 8ard, Kid [ smith, Gri 6472 Nort| Subsidizes Subsidizes Subsid 31 On di 7/1/2013 sinmsine 31 Maint $388.00  $0.00  S0.00  S000  S0.00  S0.00  50.00 $388.00 Outstanci MmN
130 ‘8@, Cinc Bear, Boo- Snaggleto 1224 123 Hockb Treatmen Foster Car Foster Hor B Quistand! 4/1/2014 sunssins 30 Admin %0.00 $0.00 S0.00 wmpasmwaey  S0.00 $0.00 50.00 suuwesny Outstand| mesumsty
31 8ear, Cinc Bear, Boo- Snaggleto 1234 123 Rockb Treatmen Foster Car Foster Hou 8 Outstandl 4/1/2014 sumsessy 30 Maint $410.00 512300 $20000  S0.00 5000  S0.00  S0.00  S738.00 Outstandl sasmmsss
32 Bear, Cing Bear, Boo- White (52 6392 WestFstr Fam b Foster Car FoSter Hoo B OQutstand| 3/1/2014 3/1/2014 1 Maint $13.23  $000 S0.00 5000 $0.00  S0.00  S0.00 $13.23 Outstandl mespwsss
33 Bear, Cinc Bear, Boo- White (52 6392 West Fstr Fam b Foster Car Foster Mo 8 Qutstandi 2/1/2014 supwenss 28 Maint $410.00  $000  S0.00 S0.00 S0.00 S0.00 $0.00  $210.00 Outstandi messmess
34 Bear, Cinc Baar, Boo- White (92 6292 West Fstr Fam # Foster Car Foster Hox 8 Outstand| 1/1/2014 sunwasnw 23 Maint $30419 S0.00  50.00  S0.00  S0.00 S0.O0  50.00 $202.19 OQutstandi messwsMN
'35 Bear, Cinc Bear, Boo- White (92 6392 West Fstr Fam # Foster Car Fostor Ho 8 Outstandi MIMMMITY MWW 8 Maint $105.81  $0.00 S0.00  $000  S0.00  S0.00  S0.00  S$10581 Outstandi meMmmesn
34 Bear, CincBaar, Boo- White (52 6392 West Fstr Fam F Foster Car Foster Ho 8 Outstand| sumsstry sunwsne 31 Maint $400,00 56452 528226  S0.00  S0.00  S0.00  50.00 $746.78 Outstand) sesmwass
a7
i R —

848
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7. Put your cursor in the first cell of the spreadsheet and select the Format as Table button. There are several different style setups to choose from.

Select a format.
oo Qis 14 _Outst Chetks - Euel
ome | Inset  Pageloyout  Pormulss  Usts  Rewew  View  Oeveloper  Acrobat =@ e
T{I ;:m Caiibn A A ™ omig ¥ SrweaTen General - E & |Nomu| | Bad Good Neutsal ? :_‘J ;:““" ) 9? ,i
— g Copy * ¥
;Fnr‘::thmzr BIU- B+ H-A- EF W EE Fregeacenters | $+% o+ |9 ;“ng Cond °3“m' | [Catcutation Expionator [m_pm_' || tmen Odete fomat o Sem& P
Cigdoard " Fort Alignment - Cali fxtmg

| At - | cate (uo)/ EE—— [

L4 A 1 B —t [ i X L M ixyya- gl VoW X Y
1 [case {iD} | Nan County Pe Payee NatCounty Pr Payee Adc Pkmm Ty Srve Cat SrveType RptCat  Pmnt Stat Pmint Star Pt E . : ord Adjust  Pmnt Tote Check Stat Check Dis
2 Crispies, CCrispies, Ashland C 6932 Norti Group Mot GH - Adult Adulthooc 10 Outstandi 3/1/2014 m 3.00 S0.00 mesumser Outstandi sumsupss
3 (Crispies, CCrispies, ¢ Ashland C 6932 Nort| Group Hot GH - Adult Adulthoo 10 Outstandi 2/1/2014 ).00 S0.00 wwwuwwn Outstandi Mmesme

4 |Crisplas, (Crispies, ¢ Ashland C 6932 Nortl Group Hoe GH - Adult Adulthooc 10 Outstandi 1/1/2014 3.00 S0.00 #wsumssy Outstand| susssmss
5 Beaf, CincBear, Care Bellas Gro 7630 W Ce Group Hou GH - Bella Bellas Gro 10 Outstandi 3/1/2014 3,00 S0.00 swesmRss Outstandi sswssmes
& Bear, Cinc Bear, Care Bellas Gro 7630 W Ce Group Ho GH - Bella Bellas Gro 10 Outstandi 2/1/2014 .00 S0.00 wmmimaun Outstandi MHREERRY
7 |Bear, Cinc Bear, Care Bellas Gro 7630 W Ce Group Hoi GH - Bella Beollas Gro 10 Outstands rmtmatiy 3,00 $0.00 $520.00 Outstand! sty
8 Bear, Cinc Bear, Care Belias Gro 7630 W Ce Group Hot GH - Bella Bellas Gro 10 Outstandi 5/1/2014 3.00 50.00 ssssmsss Outstandi sssssses

29 Bear, Cinc Bear, Care Bellas Gro 7630 W Ce Group Mot GH - Bella Bellas Gro 10 Outstandi 4/1/2012 sssmst 2.00 S0.00 sssugssy Outstandi sspasgss
w Bur, Cind Beoar, Boo Changes € £8490 Chu Group Hot GH « Choi¢ Changes € 22 Outstandi 3/2/2014 3.00 S0.00  Wwwimani Outstandi MM
1 ‘Cnsptes. CCrspies, € Hubbard, 3656 Lestt Respite  One Time One Time null Outstand) sassmss 2.00 5000  5$55.00 Outstand| sswesmey

12 ‘Crispies, ¢ Crispies, € Northwes 55 Street, RCC RCC- Norffiesidenta 6 Outstandi 3/1/2014 3,00 S0.00 smeERwes Outstandi EsFssFes

13 Bird, Mo Bird, Hum Senith, Gre 6472 Nort Fstr Fam k- Fester Car Foster Ho 8 Outstandi 2/1/2014 2/2/2( [ .00 5000  S$40.50 Outstandi EHmssmas
14 Bird, Mor Bird, Hum Smith, Gri 6472 Nort!| Fstr Fam F Foster Car Foster Hol 8 Outstandt 1/1/2014 matnmee SEEES S 3,00 S0.00 5561.528 Outstand: snmestnmy
15 Bird, Mon Bird, Hum Smith, Gre 6472 Nortl Fstr Fam F Foster Car Foster Hol 8 Outstands seussess 2.00 5000 5400.00 Outstandi ssmsssss
16 Bird, Mon Bird, Hum Smith, Gre 6472 NortiFstr Fam b Foster Car Fostas Mol B Outstandi Fresmens .00 $0.00  $400.00 Outstandi ssmesmss
17 Bird, Mo Bird, Hum Smith, Gri 6472 Nort] Fstr Fam Foster Car Foster Ho| 8 Qutstandi WwamanN .00 S0.00 S4200.00 Outstandi MImMIIw
15 fsard, Mo Bird, Hum Smith, Gri 6472 Norti Fstr Fam +Foster Car Foster Hol 8 Outstandi 3/1/2013 seumet 300 5000 $400.00 Outstand! stmssresy
13 | Bird, Mon Bird, Hum Smith, Gri 6472 Nort! Fstr Fam i Foster Car Foster Hol B Qutstandi 8/1/2013 2.00 5000 $400.00 Outstandi ssmesmss

0 lBird, Xid | Bird, Kid ( Smith, Gri 6472 Norti Subsidize: Subsidizes Subsidize 31 Cutstandi 9/1/2013 musms - - - E - - = 2.00 S0.00 S3B8.00 Outstandi ssmsumres
21 Bird, X4d { Bird, Kid [ Smith, G 6472 Nort| Subsidize: Subsidizes Subsidizel 31 Qutstandi 1/1/2014 3.00 $0.00 5382.00 Outstandi sumsstmmy

22 Bird, Xid ( Bird, Kid [ Smith, Gri 6472 Nortl Subsidize: Subsidizes Subsidize 31 Outstandi sessmess 300 S0.00 $383.00 Outstand! sspsssss
23 'Bird, Xid | Bird, Kid | Smith, Gre 6472 Nortl Subsidizes Subsidizes Subsidize 31 Outstandi 6/1/2023 3.00 5000 S383.00 Outstandi ssmssmss

24 Bird, ¥ad { Bird, Kid ( Smith, Gri 6472 Nortl Subsidize: Subsidizes Subsidize: 31 Outstands msnmen w00 S0.00 S388.00 Outstandi MEMMUIRSY
25 Bird, X3d ( Bird, Kid ( Smith, Grs 6472 Norti Subsidizes Subsidizes Subsidize: 31 Qutstandd 8/1/2013 semmer ull  New Table Styfe.. 2.00 $0.00 5383.00 Outstandi twstmssy

26 |Bird, ¥id | Bird, Kid | Smith, Gre 6472 Nortl Subsidize: Subsidizes Subsidizes 31 Quistandi sresmss sunmer 4 New PvotTable Sopke... .00 5000 $5388.00 Outstandl ssmssmss
2_7", Bird, Kid | Bird, Kid | Smith, Grt 6472 Nortl Subsidize Subsidizes Subsidize: 31 Outstendi 2/1/2018 FEESSE. 2w FrouU e PR e ey 22.00 S0.00 S383.00 Outstandi ssmsumes
@;mrd. K4d | Bird, Kid | Smith, Grz 6472 Nort| Subsidize: Subsidizes Subsidi 31 O di 3/1/2014 menmasmy 31 Maint $338.00 $0.00 $0.00 50.00 $0.00 $0.00 5000 538800 Outstandi Memssnm
25 | Bird, Xid { Bird, Xid ( Smith, Gre 6472 Nortl Subsidize: Subsisdizes Subsidize: 31 Outstand! 7/1/2013 senmsuss 31 Maint 5388.00 5000 $0.00 5000  S0.00  $0.00  $0.00 $368.00 Outstandi ssmssmes
30 Bear, Cing Bear, Boo- Snaggleto 1234 123 Rockb Treatmen Foster Car Foster Mol 8 Outstandi 4/1/2014 suswerss 30 Admin S0.00 5000  S0.00 msmmsmRE  S0.00 S0.00  S0.00 #me#msEw Qutstandi ssmssmss
3t ;Beav. Cinc Bear, Boo Snaggleto 1234 123 Rockb Treatmen Foster Car Foster Hol 8 Outstandi 4/1/2014 Munmsnmy 30 Maint $210.00 S12800 5200.00 $0.00 $0.00 $0.00 $0.00  $732.00 Outstandi Mmsnmwe

32 Bear, Cinc Bear, Boo- White (52 0392 West Fstr Fam Foster Car Foster Hol 8 Outstandt 3/1/2014 3/1/2014 1 Maint $13.23 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00  $13.23 Outstand| sumsswey
3 ;beav. Cing Bear, Boo- White (52 6392 Wes! Fstr Fam + Foster Car Foster Ho| B Qutstandi 2/1/2014 ssuwsuss 28 Maint 5410.00 50.00 S0.00 $0.00 $0.00 $0.00 5000 SA10.00 Outstandi sswessss

| 34 Bear, Cinc Bear, Boo- White (92 6392 WestFstr Fam b Foster Car Foster Hol B Cutstandi 1/1/2014 wumwsssy 23 Maint §304.19 $0.00 $0.00 $0.00 $0.00 $0.00 5000 $304.19 Outstandi ssmssmss
35 Bnr, Cinc Bear, Boo White (92 6392 Wes! Fstr Fam + Foster Car Foster Ho| 8 Outstandi NRUNRSET SRR 2 Maint $105.81 £0.00 $0.00 $0.00 $0.00 $0.00 $0.00 S105.81 Outstandi swmsmm
36 Bear. Cinc Bear, Boo- white (52 6392 West Fstr Fam +Foster Car Foster Hol 8 Outstand! sessmeen senssusy 31 Maint SA00.00  $64.52 528226 $0.00 $0.00 $0.00 50.00 $746.73 Outstand| ssmesmes
»|
S
39 Total: st
o

October 2014

13



8. After you select a table format, a pop-up will present illustrating the rows that will be included in your table as well as a check box indicating that
your table has headers. Ensure that all rows are included, and that the check box is checked and select the OK button.

BEH9->- Al 014 Qutst

n vome  Intet  Pogeloyoul  formulss Dasts  Meview  Veew  Deweloper  Aonbst =@ =
ﬁ & cut Calitat| 1 AN | g @ wp’ WTAp Tevt ceneral . “. Normad fod Goot - o ¢ - §M°su" ) ;:’ J
— 3 Copy * . - ) o i : it
'¢ ' e B I U 4] » \ ES 3 E{R S5veyed tonin ) ' w ol 2o m ingist De t 2 Oear> A -."f
Cigboma N Fort Abgnmer Humber i LCelly £daing
[ Al v(* j Case {ID}
AT s T ¢ T o T & T 1 e w1 a1 ) O T T Ll m | 8 | o | 720 IS 0 S N YR . 7 7 0 O
_L *Case ’lDl IChﬂd Narr County Pe Payea Nat County Pr Payee AdPlomnt Ty Srve Cat  SrveType RptCat  Pmint Stat Pt Star Pmint End Days Paid Pmint Type Basic Suppl Excpt Admin  >Uimit Extraord Adjust Pmnt Toté Check Sta' Check Dis)
2 iCrispies, CCrispies, € Ashiand C 6922 Nortl Group Hoi GH - Adult Adulthoo 10 Outstandi 3/1/2014 iy 31 Maint MeumRiRY 5000 $0.00 $0.00 £0.00 $0.00 S0.00  wwaimsnw Outstand) WRMIRY
3 Ecnspm. CCrispies, € Ashland C 6532 Nort! Group Hor GH - Adul Adulthoot 10 Outstandl 2/1/2014 sweussss 28 Maint meugsEns  50.00 $0,00 50.00 $0.00 $0.00 50.00 swsumsss Outstand) srssssss
4 iCrispies, CCrispies, ( Ashland C 6932 Nortl Group Hot GH - Adult Adulthoot 10 Outstandi 1/1/2014 sresmesy 31 Maint  meEmREER 5000 $0.00 $0.00 $0.00 $0.00 $0.00 swuswess Qutstand! sFesRsss
5 EBear, Cint Bear, Care Bellas Gra 7630 W Ce Group Hot GH - Bells Bellas Gra 10 Dutstandl 3/1/2014 wwsnmsnn 31 Maint mRuERsy  S0.00 $0.00 $0.00 $0.00 $0.00 S0.00 wrsumsnr Outstand) NRsuRRSN
8 Baar, Cinc Bear, Care Bellas Gro 7630 W Ce Group Hor GH - Balla Bellas Gro 10 Qutstandi 2/1/2014 nmstmes 28 Maint  mesmasme 5000 S0.00 $0.00 S0.00 $0.00  S0.00 swswmamw Outstand) smesmst
7 \Bear, Cinc Bear, Care Bellas Gro 7630 W Ce Group Hot GH - Balla Bellas Gro 10 Dutstand| #spesssy FResmesy 8 Maint $520.00 s ~ =" Fae $0.00 S0.00 5520.00 Outstand sssssses
‘a EBezr. Cinc Bear, Care Bellas Gra 7630 W Ce Group Hoi1 GM - Bella Belias Gra 10 Outstandi 5/1/2014 swuumssn 31 Maint FEUFRUFZ $0.00 S0.00 smupmssn Outstand) sassamuy
9 Ebur. Cinc Boar, Care Bellas Gra 7630 W Ce Group Hot GH - 8ella Bellas Gro 10 Outstandi 4/1/20138 sttty 30 Mamnt R $0.00 SO.00 sttty Outstandi Mesmsy
10 jBear, Cinc Bear, Boo Changes € ES450 Chu Group Hoi GH - Chok Changes € 22 Dutstandl 3/2/2014 sessmess 30 Maint  meumssss $0.00 50.00 szsumEEs Outstand! ssstassy
n .Ctlsples, [{« , € Hubbard, 3656 Leat! Respite  One Time One Time null Outstandi ssFssFes sResmess 3 Maint $55.00 $0.00 S0.00 $55.00 Outstandi swrssassy
12 'Cnspin. (Cmplﬂ,‘ Narthwes 55 Street, RCC RCC - NortResidenta £ Outstandi 3/1/2014 Wwimeiy 31 Maint LETL AT 50,00 SO.00  wewimann Outstand MWMRRM
13 1Bird, Mor Bird, Hum Smith, Gre 6472 Nortl Fstr Fam F Foster Car Foster Hoy 8 Outstandl 2/1/2014 2/2/2014 2 Maint $26.79 $0.00 $0.00  S40.50 Outstand) ssssssss
1 Emrd. Mo Bird, Hum Smith, Gre 6472 Nort Fstr Fam F Foster Caf Foster Hol 8 Outstandi 1/1/2014 seepmess 31 Maint $376.13 Coio o — $0.00  S0.00 $561.94 Dutstandi sreewmss
15 SBird, Mor Bird, Hum Srnith, Gri 6472 Nort! Fstr Fam k Foster Cat Foster Hol 8 Outstandi BURSEENY HRUURSIN 31 Maint $400.00  S0.00  S0.00  $0.00 S0.00 $0.00 S0.00 5400.00 Outstandi MU
16 ;8ird, Mon Bird, Hum Smith, Gra 6472 Nortl Fstr Fam F Foster Car Foster Hol 8 Outstand) shmstmes awstmetn 30 Maint $400,00 $0.00 $0.00 $0.00 $0.00 $0,00 5000 $400.00 Outstand ssmswssy
17 »wm Mon Bird, Humi Smith, Gre 6472 Nort! Fstr Fam F Foster Cat Foster Hol 8 Qutstand) ssmesmss grssmess 31 Maint $400.00  $0.00  $0.00  S0.00  S0.00  $0.00  S0.00 S400.00 Outstand| swwEmRER
18 YBIrd Mo Bisd, Humn Smith, Gri 6472 Norti Fstr Fam b Foster Car Foster Hot 8 Outstandi 9/1/2011 swussssn 30 Maint $400.00 $0.00 $0.00 $0.00 $0.00 $0.00 S0.00  $400.00 Outstandi Ssssmssy
15 \Bird, Mo 8ird, Hum Smith, Grz 6472 Nortl Fstr fFam F Foster Cat Foster Hol 8 Outstandi 8/1/2013 wmatmasy 31 Maint 540000 $0.00 0.00 $0.00 50.00 $0.00 $0.00 5400.00 Outstandi Mmmsimsy
0 :Blrd Xid | Bird, Kid ( Smith, Gri 6472 Nortl Subsidizes Subsidize: Subsidizes 31 Outstandl 9/1/2013 swaupsus 30 Maint $388.00 $0.00 $0,00 $0.00 $0.00 $0.00 50.00 $383.00 Dutstand| ssssssss
2 .ams Kid | Birg, Kid ( Senith, Gre 6472 Norti Subsidizes Subsidize Subsidize: 31 Outstandl 1/1/2014 swssmsus 31 Maint $388.00 $0.00 $0.00 $0.00 $0.00 $0.00 S0.00 $383.00 Outstand| ssssssss
n 'Bard Kid | Bird, Kid ( Smith, Grz 6472 Nort| Subsidizes Subsidize: Subsid 31 Outstandi MIMRURRY  IMRHMY 31 Mant $388.00 $0.00 $0.00 $0.00 S0.00 $0.00 S0.00 $388.00 Outstandi MM
23 i8ird, xid | Bird, Kid ( Smith, Gre 6472 Norti Subsidizer Subsidize: Subsidizes 31 Outstandl 6/1/2013 ssesmens 30 Maint $385.00 $0.00 $0.00 $0.00 $0.00 $0.00 50.00 $388.00 Outstand) swssnmen
24 iBird, ¥id { Bird, Kid ( Smith, Gre 6472 Nort! Subsidizes Subsidize Subsidize 31 Outstand| ssFsspss gesgsss 31 Maint $388.00 $0.00 $0.00 $0.00 $0.00 $0.00 S0.00 5383.00 Outstand| swsssssy
25 1Bird, Xid | Bird, Kid ( Smith, Gre 6472 Nortl Subsidizes Subsidize Subsidizes 31 Outstandi 8/1/2013 wwsnmauy 31 Maint $388.00 $0.00 $0.00 $0.00 £0.00 $0.00 S0.00 S5383.00 Outstandi Mwwsmmag
:Bcrd ¥id | Bird, Kid ( Smith, Grz 6472 Nortl Subsidizer Subsid bsid 31 Oul di smesney sRsEmT 30 Maint $388.00 $0.00 $0.00 $0.00 $0.00 $0,00 5000 $383.00 Outstand) smssumen
.Blrd, Xid | Bird, Kid ( Senith, Gre 6472 Nortl Subsidizes Subsidize Subsidizes 31 Outstandi 2/1/2014 sesssesn 28 Maint $388.00 50.00 $0.00 $0.00 $0.00 $0.00 S0.00 $3B3.00 Dutstandi ssssssss
28 PBlrd Kid | Bird, Kid ( Seith, Gre 6472 Nortl Subsidizes Subsidize: Subsidize 31 Outstandi 3/1/2014 esumssy 31 Maint $383.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 S383.00 Outstandi wmssmmsy
P :Blrd sid | Berd, Kid ( smith, Grz 6472 Nort! Subsidizes Subsidizes Subsidize 31 Outstandi 7/1/2013 nwsttmstn 31 Maint $388.00 $0.00 $0,00 $0.00 $0.00 $0.00 50.00 $388.00 Outstandi tmmitisy
- 30 jBear, Cinc Bear, Boo- Snaggleto 1234 123 Rockd Treatmen Foster Caf Foster Hol 8 Outstandi 4/1/2014 sreusses 30 Admin 50,00 S0.00  50.00 semmdEme S0.00  $0.00  S0.00 swsgmEEm Qutstand) swEEmREy
n E&w. Cing Bear, Boo Snaggleto 1234 123 Rockd Treatmen Foster Car Foster Hol 8 Outstandi 4/1/2014 swusmssy 30 Maint $410.00 S126.00 $S200.00  $0.00 S000  S0.00 5000 $733.00 Outstandi smesswss
- 42 Bear, Cinc Bear, Boo White (92 6392 Wes{ Fstr fam  Foster Cat Foster Hol 8 Outstandi 3/1/2014 3/1/2014 1 Maint $13.23 50.00 $0.00  $0.00 S0.00 $0.00 S0.00 51323 Outstandi Mwwamm
33 EBear, Cing Bear, Boo- White (52 6392 West Fstr Fam F Foster Car Foster Hor 8 Outstandl 2/1/2014 sssussss 28 Maint $410.00 $0.00 $0.00 $0.00 $0.00 $0.00 50.00 $410.00 Outstand! sssssses
34 'Bear, Cino Bear, Boo- White {92 6392 West Fstr Fam b Foster Car Foster Ho 8 Outstandi 1/1/2014 ssssmsss 23 Maint $304.19 $0.00 $0.00 $0.00 $0.00 $0.00 S0.00 5304.19 Outstandi ssssmsss
_5 \Bear, Cinc Bear, Boo White {92 6392 Wesl Fetr Fam k- Foster Car Foster Hot 8 Outstandi MURRIRSY  ImENReY £ Maint S$105.81 $0.00 $0.00 50.00 $0.00 $0.00 S0.00  S105.81 Outstandi MmN
30 lbear CncBearBoo | White(s2 6332 WesiFstrfambFoster Catfosterto | B Outstand) wwwsewes wesvesss 31 Maint | SA000 S043) S28226 | S000  $000  $000 000 _$746.78 Outstand) wesswees
8
33 Total: nmsme
0]
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9. At this point your table will be created. The columns will expand to accommodate the header names. You may notice that the data held within
exceeds the column width and is cutoff, or if it is a number, it may be displaying as “#####.”

2014_Outstanding_Checks - Microsoft Excel

Formulas Data Review

K

Export Refresh

External Table Data
se (1D}

Acrobat

Design

Header Row  [C]] First Column

El Last Column

Banded Rows |:| Banded Columns
Table Style Options

Table Styles

[rr————

BERRRa = EEas -

C D E S — H ' J K
Person 1DEd Payee Name(1D) Bl county Provider (1D) Edl Payee AddressB@ Plcmnt Type Bl srvc catBd srvc Type Bl Rpt catBdl Pmnt StatusEd

Ashland County Gre
Ashland County Grec
Ashland County Grc
Bellas Group Home
Bellas Group Home
Bellas Group Home
Bellas Group Home
Bellas Group Home
Changes Group Hon
Hubbard, Old Moth
MNorthwest Passage
Smith, Granny (922:
Smith, Granny (922:
Smith, Granny (922:
Smith, Granny (922:
Smith, Granny (922:
Smith, Granny (922:
Smith, Granny (922:
Smith, Granny (922:
Smith, Granny (922:
Smith, Granny (922:
Smith, Granny (922:
Smith, Granny (922:
Smith, Granny (922:
Smith, Granny (922:
Smith, Granny (922:
Smith, Granny (922:
Smith, Granny (922:
Snaggletooth Provii
Snaggletooth Provii
White (9221645)

White (9221646)

White (9221646)

White (9221645)

White (9221646)

October 2014

1234
1234

6932 Northwoods
65932 Northwoods
6932 Northwoods
7630 W Center 5t.
7630 W Center 5t. |
7630 W Center 5t.
7630 W Center 5t. |
7630 W Center 5t. |
E9490 Church Rd.,
3656 Leather Shog
l55 Street, Madisol
6472 Northwoaods
6472 Northwoods
6472 Northwoods
6472 Northwoods
6472 Northwoods
6472 Northwoods
6472 Northwoaods
6472 Northwoods
6472 Northwoods
6472 Northwoods
6472 Northwoods
6472 Northwoods
6472 Northwoaods
6472 Northwoods
6472 Northwoods
6472 Northwoods
6472 Northwoods
123 Rockbed Drive
123 Rockbed Drive
6392 West Forest |
6392 West Forest |
6392 West Forest |
6392 West Forest |

G

GH - Adultt Adulthood's
GH - Adultt Adulthood's
GH - Adultt Adulthood's
GH - Bellas Bellas Groug
GH - Bellas Bellas Groug
GH - Bellas Bellas Groug
GH - Bellas Bellas Groug
GH - Bellas Bellas Groug
GH - Choict Changes Grao

Group Home
Group Home
Group Home
Group Home
Group Home
Group Home
Group Home
Group Home
Group Home
Respite

RCC RCC - Mortt Residental P
Fstr Fam Hm (Ri Foster Care Foster Home
Fstr Fam Hm (R Foster Care Foster Home
Fstr Fam Hm (Ri Foster Care Foster Home
Fstr Fam Hm (Rl Foster Care Foster Home
Fstr Fam Hm (R Foster Care Foster Home
Fstr Fam Hm (Ri Foster Care Foster Home
Fstr Fam Hm (Ri Foster Care Foster Home
|Subsidized Gua Subsidized Subsidized ¢
Subsidized Gua Subsidized Subsidized ¢
|Subsidized Gua Subsidized Subsidized ¢
Subsidized Gua Subsidized Subsidized ¢
|Subsidized Gua Subsidized Subsidized ¢
Subsidized Gua Subsidized Subsidized ¢
|Subsidized Gua Subsidized Subsidized ¢
Subsidized Gua Subsidized Subsidized ¢
|Subsidized Gua Subsidized Subsidized ¢
Subsidized Gua Subsidized Subsidized ¢
I‘I’reatment Fost Foster Care Foster Home
ITreatment Fost Foster Care Foster Home
Fstr Fam Hm (N Foster Care Foster Home
Fstr Fam Hm (N Foster Care Foster Home
Fstr Fam Hm (N Foster Care Foster Home
Fstr Fam Hm (N Foster Care Foster Home

6392 West Fc)resti

Fstr Fam Hm (N Foster Care Foster Home

One Time | One Time Re null

10 Cutstanding
10 Outstanding
10 Qutstanding
10 Cutstanding
10 Outstanding
10 Qutstanding
10 Cutstanding
10 Outstanding
22 Qutstanding
Cutstanding

8 Outstanding
8 Outstanding
8 Outstanding
8 Outstanding
8 Outstanding
& Outstanding
8 Outstanding
8 Outstanding
31 Outstanding
31 Outstanding
31 Qutstanding
31 Outstanding
31 Outstanding
31 Qutstanding
31 Outstanding
31 Outstanding
31 Qutstanding
31 Outstanding
8 Outstanding
8 Outstanding
8 Outstanding
8 Outstanding
8 Outstanding
& Outstanding
8 Outstanding

————
Formula Bar
L |Formue Bar

3/1/2014
2/1/2014
1/1/2014
3/1/2014
2/1/2014
1/24/2014
5/1/2014
4/1/2014
3/2/2014
7/13/2012
3/1/2014
2/1/2014
1/1/2014
12/1/2013
11/1/2013
10/1/2013
9/1/2013
8/1/2013
9/1/2013
1/1/2014
12/1/2013
6/1/2013
10/1/2013
8/1/2013
11/1/2013
2/1/2014
3/1/2014
7/1/2013
4/1/2014
4/1/2014
3/1/2014
2/1/2014
1/1/2014
1/24/2014

= é
& e = B¢
N 0 . Q R

|Pmnt start Bl Pmnt End Bl Days Paid B Pmnt Type B |Basic Ellsuppl Bllexcpt B
3/31/2014 31 Maint T $0.00 50.00
2/28/2014 28 Maint HEEH $0.00 $0.00
1/31/2014 31 Maint ] $0.00 50.00
3/31/2014 31 Maint T $0.00 50.00
2/28/2014 28 Maint T $0.00 $0.00
1/31/2014 8 Maint $520.00 $0.00 50.00
5/31/2014 31 Maint T $0.00 50.00
4/30/2014 30 Maint HEEH $0.00 $0.00
3/31/2014 30 Maint ] $0.00 50.00
7/15/2012 3 Maint $55.00 $0.00 50.00
3/31/2014 31 Maint \ s | 90.00 $0.00
2/2/2014 2 Maint 5 $13.71 50.00
1/31/2014 31 Maint $376.13 5185.81 50.00
12/31/2013 31 Maint $400.00 $0.00 $0.00
11/30/2013 30 Maint $400.00 $0.00 50.00
10/31/2013 31 Maint $400.00 $0.00 50.00
9/30/2013 30 Maint $400.00 $0.00 $0.00
8/31/2013 31 Maint $400.00 $0.00 50.00
9/30/2013 30 Maint $388.00 $0.00 50.00
1/31/2014 31 Maint $388.00 $0.00 $0.00
12/31/2013 31 Maint $388.00 $0.00 50.00
6/30/2013 30 Maint $388.00 $0.00 50.00
10/31/2013 31 Maint $388.00 $0.00 $0.00
8/31/2013 31 Maint $388.00 $0.00 50.00
11/30/2013 30 Maint $388.00 $0.00 50.00
2/28/2014 28 Maint $388.00 $0.00 $0.00
3/31/2014 31 Maint $388.00 $0.00 50.00
7/31/2013 31 Maint $388.00 $0.00 50.00
4/30/2014 30 Admin $0.00 $0.00 $0.00
4/30/2014 30 Maint $410.00 5128.00 $200.00
3/1/2014 1 Maint $13.23 $0.00 50.00
2/28/2014 28 Maint $410.00 $0.00 $0.00
1/23/2014 23 Maint 3304.19 $0.00 50.00
1/31/2014 8 Maint $105.81 $0.00 50.00
12/31/2013 31 Maint $400.00  S64.52 5$282.26

12/1/2013
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10. To resolve the issue described above, simply select the cell just above the first row (this selects the entire worksheet). Then double-click the line
between column A and Column B. This will expand each column in your table to fit the longest content.

@do-o-As 2013_Outstanging_Checks - Mioosatt Excel '.:.-‘.».u.]
Home  Insent Page Layout Formules Date Rivew View Deveioper Aot Design

Table Name (] summarize with PvotTadie g21] o O rropertins ] Meaderrow [ first Cotumn
¥y 18]

- L J
ot Mefresh

Tavlel [ votas Row Lt Colunn
¥ Banded Rows [T] Sanded Cotumnt

o] Exterral Tedsle Dats Table Style Dptiant

grvert to Range

Case ’Il)ln( hild r»‘.muv“n.\la County Person )I)u Payeo Nam ||il)=l ounty Provider llu‘:’ Payee Addross n Plonnt ly;)uu Sewe € .ltn\".'x ivpru tpt ¢ .x‘.n Fmnt \l.llu'.u Pt '-!.n‘,u Pnt £ n-:ln Days l-‘.n:ln Pmnt Type n Basic u ‘nup;:-l n Excpt u
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11. The end results should look something like this:

Edo->- a5 2033_Outstanany_Checks - Mioosott Exzel i\ ] = s a
- Home  Intet  Pagelsyout  Formules View  Deveioper  Acrobat Design c@aoFo
Tabie Name ) summarize with PvotTadie | J] Meadermow  [1 Nirst Cotumn v coooo oosoa cooos ml Sooos -
4 - e = - . --.I-----
Tavlel F7 Removs Duptaates v | Totsl Row Lait Column
= - Leport fefresh s A
¥ Reuze Table | 17 Conwert to Range " > ¥l Banded Row: [ Sanded Cotumnt
- Mopenties e foolt . P Exterral Tedsle Dats Table E:Lx: Dotiant Fadle Zlﬂl: -
Al - (" S Case{ID) v
- |
=
| A [ 0 F G H s

QNOO‘IUN.‘_

g
:
i
g

10 Baar, Cindy {9223420)

Crispies, Gina (9223421) Crisples, Crackle (9228146)
Crispies, Gina (9223421) Crispies, Crackle (5228146)

Bear, Care (9228156)

Bear, Care (3228156}
Bear, Care (9228196)
Bear, Care (9228156)
Hear, Care (9228156}

Bear, Boo-boo (9228141)

11 Crisples, Gina (5223421) Crisples, Snap (9228145)

8ird, Humming 8. (9228471}
Bird, Humming 8. (9223471}
Bird, Humming B. (9228471)
8ird, Humming 8. (9228471}
Bird, Humming 8. (9228473}
Bird, Humming B. (9228471}

13 Bird, Mom {9223460)
13 Bird, Mom (9223460}
15 ‘Bird, Mom (3223460}
165 Bird, Mom (9223360}
17 Bird, Mom {9223460)
12 Bird, Mom {3223460)
19, Bird, Mom (3223460)
20 Bird, Kid {9223280)
21 Bird, Kid {9223480)
22 Bird, Kid {9223480)
23 Bird, Xid {9223480}

24 Bird, Kid (9223480)
25 Bird, Kid {3222480)
26 Bird, Kid (9223480}
27 Bird, Xid {9223480)
28 Bird, Kidf {9223480)
29 Bird, Kid (9223480}
30 Bear, Cindy (9223420)
31 ‘mr.cmdytszzmo)
0 nm cmuszmw)
32 Boar, Cindy (3223420
33 'Bear, Cindy (9223420)
35 Bear, Cindy (9223420)
37

October 2014

Bird, Kid (9228217)
UL e SR
Bird, Kid (5228217)
8ird, Kid (9228217)
gird, Kid {9228217)
8ird, kid (5228217)
Bird, Kid (3228217)
Bird, Kid [9228217)

m mboo tm“u)

Ashland cwmy Gmup Home {9221647)

 Ashland County Group Hame (221547)

Bellas Group Home (9221946
Bellas Group Home (9221545
Bellas Group Home 19221946)

Hubbard, Old Mother {9221626)
Northwest Passage Child and Ad {9221503)
Smith, Granny (9221665)
Smith, Granny (3221065}
Smith, Granny (9221665)

Smith, Granny (9221665}
Smith, Granny (9221665}
Smith, Granny (9221665}
Smith, Granny (3221665)
Smith, Geanny (9221665)
Smith, Granny (9221665)
Smith, Geanny (9221665}
Smith, Geanny (3221665}
Smith, Geanny ($221665)
Smith, Granny (3221665}
Smith, Granny (9221665}
Smith, Geanny (9221665}
Smith, Granny (9221665}

 Smagglotooth Provider Care (5221533)

Snaggietooth Provider | Care {9?21523)

a County Provider (1D) K3

6532 Northwoods Drive, Ashiand, Wi 54806
6932 Nqnhwoods nme. AsMnnd, wi suos

7630 W Center St., Milwaukee, W1 53222
E3490 Church Rd., New London, W1 54361

3656 Leather Shoe Avenue, Ashland, Wi saaos

55 Streat, Madison, W1 53701 .
6472 North ‘Drw-‘“ d, Wi 54808
5472 Northwoods Drive, Ashiand, Wi 54806

8472 Northwoods Drive, Ashland, Wi 54806

MHNOMMG.M Wi 54806
6472 Northwoods Drive, Ashiand, Wi 34606

6572 Northwoods Drive, Ashiand, Wi S4806 |

B472 N A‘ o Dm..‘“ ‘Msl_&'ﬂ
6‘72 Neorthwoods Drive, Ashland, \M m

5472 Northwoods Drive, Ashland, Wi 54505

6472 Northwoods Drive, Ashland, Wi 54806
6472 Northwoods Drive, Ashland, Wi 54306
6472 Northwoods Drive, Ashland, Wi 54506
6472 Northweoods Drive, Ashland, Wi 54806

1234 123 Rockbed Drive, Abbotsfard, Wi 54405
1234 123 Rockbed Drive, Abbotsford, Wi 54405

6392 West Forest S, Ashland, W1 54806
6352 West Forest 5t., Ashland, Wi 54806
6392 West Forest 51, Ashland, W1 54806
6392 West Forest St., Ashland, W1 54806

lemnt Type
Group Home

Group Home

Group Home

Graup Home

Group Home

Group Home

Group Home

Respite

Fstr Fam Hm (Relative)
Fstr Fam Hm (Relative)
Fste Fam Mm {Relative)
Fstr Fam Hm {Relative)
Fstr fam Hm (Relative)

Fstr Fam Hm (Relative)

Subsidized Guu'dimﬂi_p

Subsidized Guardianship

Subsidized Guardianstip

Subsidized Guardianship
Subsidized Guardianship
Subsidized Guardianship

Subsidized Guardianship

Treatment fostar Home - Non-Relative |
Treatment Foster Home - No&lthme

Fstr Fam Hm (Non-Rel)
Fstr Fam Hm (Non-Rel)

E5tr Fam Hm (Non-Rel}
Fstr Fam Hm (Non-Rel)

Fstr Fam Hm (Non-Rel)

w-m | Pathil

GM - Adulthood's Path 1l

| GH- Adulthood's Path 1

GH - Bellas

GH-Ballas

GH - Bellas
PropaS
GH - Bellas

GG .
One Time Payment - Respite

Foster Care
Foster Care
Foster Care
Foster Care

Foster Care

Subsidized Guardianship

Subsidized Guardianship
Subsidized Guardianship
Subsidized Guardtanship

Subsidized Guardianship

Subsidized Guardianship

Subsidized Guardianship
Foster Care

Foster Care
Foster Care
Foster Care

Foster Care.

b S U 1 o ’.!,'.Q’.Wﬂvﬁ Preyrsyappr3ones e ams s B[
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12. To hide a column or columns that you do not wish to see, select the column letter, right click, and choose Hide.

Bdo->-43s 2013_Outstan@ny_Chedks - Mioosatt Exzsl ] ] = Ea
Home  lnsent Page Layout Formules Dsts  Rewew View  Deseioper Aot Design P 7 =i
Table Name ) summanize with ProtTadie =7 ) & Fropers 71 first Cotumn == oepos cooos SEoeE coson -
el ' Ml X0 Do | e ieks mEENN xsos [eEme wasE
T Rewze Tale . . SandedRows 1Y Sanded Comppng (== ——— EBSRER SS=eS SSmmue SsSssaessm o m0" v
__ Popedies _ Tools |l Extermal Tende Data 1E Table Style Dptian | Gation - 131 - AT A" S - % 9 i .
W1 - £ Sevecat BIEN A-2-RNAY 5
“ ! 1 X 1 M o P Q Kb
M Stve Cat & Cut or 3 . ”
' “4a Cooy 0odf's Path It (GH} 10 Ouistanding 3/3/2004  3/31/2014 nm 5133500  $0.00 %000
B Pwielptions oo’ Path 1 (GM) 10 Outstanding 2/1/2018  2/28/2014 28 Maint $1,260.00  S0.00  $0.00
: A ood's Path 1 (GH) 10 Outsianding /32004 1/31/2014 aMat $13500 $000 000
Group Home pr— Group Home 10 Outstanding 3/!/2014 3/31/2004 31 Maint $2,015.00  $0.00 $0.00
Group Home Bmpm 10 Qutstanding. 2jama 2/28) 28 Maint $1,820.00 5000 $0.00
Group Home vt Group Home 10 Outstanding V208 1/31/2018 8 Maint §52000 000 $0.00
Group Home Relete Group Home 10 Outstanding S/1/20014  s/31/2014 31 Maint 5201500 5000 $0.00
Group Hame Cleat Conterts  Group Home 10 Outstanding 4/1/2014  4/30/2004 30 Maint $185000 %000  $0.00
 Group Home Format Cole. ISGROUD HOME: 2rOutstanding 32201 3/31/2014 30 Maint S840 000 %000
Respite Column wictn. (e Respite Sayment  Dinstancing 713/2012  7/15/2012 3 Mok 55500 S0.00 _ S0.00
RCC : e T /s [RO( 8 Outstanding 312004 3/31/2018 31 Maint $3,069.00 $0.00 $0.00
FstrFam Hm (Relative) Unhide Home (Level 24 § Quistandiog 213014 23204 2 Maint 7. SN 000
Fstr £am Hm (Relative) — BoOutstanding  1/1/2014  1/31/2014 51 Maint $37%6.13 $13581  S0.00
Fstr Fam Hm (Relative) Vostefuom(l.evelzv’ B Outstanding 12/1/2013 12/31/2013 31 Maint $400.00 5000  $0.00
Fitr Fam Hm (Relative)] oster Home (Level 24) B Outstanding  11/1/2013  11/30/2013 30 Maint 540000 $0.00 $0.00
Fstr Fam Hm (Relativa) Joster Home (Lavel 24) 8 Outstanding  10/1/2013 10/31/2013 31 Maint S0000  $0.00  $0.00
Fstr Fam Hm (Relative) [Foster Home {Level 2+) 8 Qutstanding sfifam3  sfaj2013 30 Maint $40000  50.00  $0.00
Fstr Fam Mm (Relative) B Outstanding 8!![2013 §/31/2013 31 Maint $400.00 5000  $S0.00
Subsidized Guardianship 31 Outstanding : 30 Maint $383.00 S0.00  S000
Subsidized Guardianship 31 Outstanding /008 1/31/2008 31 Maint $388.00 S000 $0.00
Subsidized Guardianship 31 Outstanding  12/0/2013 12/31/2003 31 Maint $3B500 5000 5000
subsidized Guardianship 31 Outstanding §/1/2013  6/30/2013 30 Maint $383.00 5000  $0.00
Subsidized Guardianship 21 Outstanding  10/4/2013  10/31/2013 31 Maint $38800 0.0 S000
Subsidized Guardianship 31 Cutstanding 8/1/2013  §/31/2013 31 Maint $388.00 5000  $0.00
;mmmw«tmm Subsidized Guardianship 310utstanding  11/1/2013 11/30/2013 30 Maint $388.00  $0.00 $0.00
_i 5472 Northwoods Drive, Ashland, W1 54806 Subsidized Guardianship 31 Qutstanding 2/1/2014  2/28/2014 28 Maint $388.00  $0.00  $0.00
246472 Northwoods Drive, Ashland, W1 54806 Subsidized Guardianship 31 Outstanding W 231/2013 31 Maint 538800 3000 S0.00
30 (123 Rockbed Drive, Abbotsford, W154405  Treatment Foster Home - Noo-Relative & Outstanding ahfana af30/a008 30 Admin $0.00 5000  $0.00 1
31 123 Rockbed Drive, Abbotsford, Wi 54405 8 Outstanding 4/1/2014  4/50/2014 30 Maint $410.00 S126.00 5200.00
32 6392 West Forest St., Ashland, W] 54806 str Fam Hem (Noe 8 Outstanding /12014 3/1/2014 1 Maint $1323 5000 000
33 16392 West Forest S, Ashland, WI 52806 Fstr Fam Hm (Non Rel) commmw‘ 2/1/2014  2/28/2014 28 Maint $410,00 $0.00 S0.00
34 6332 West Forest 5t Ashland, W 54806 Fstr Fam Hm (Non-Rel) BOuistanding  1/1/2004  1/23/2014 23 Maint $30433 5000  $0.00
3516392 West Forest St., Ashland, W1 54806 Fstr Fam Hm (Non-Rel) BOutstanding  1/24/2014  1/31/2014 8 Maint S10551  $0.00  $0.00
6192 West Forest 5¢., Ashland, Wi 54806 Fstr Fam Hm (Non-Rel). B Outstanding  12/1/2013 12/31/2013 31 Maint $400.00 $64.52 §28226
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13. Since the data is in a Table format, we are able to filter the results for specific information by selecting the header drop-down(s) that we wish to
filter, and choosing the value(s) to filter by. In our example below we are going to look at just our Group Home payment data.

Edo-o>-4s 2033_Outstanang_ Checks - Mioosott sl ‘ =
Home Insent Page Layout Formule Dats Rivew View Deveioper Attt Design S o e i3
Tabile Name ] sumenarize with ProtTadie j ay Fe F] Mesdecmow [T Nirst Cotumn e cooon osooa cooos Beoen conos -

Tavlel }’ﬂ'nm- Dupicates = v | Totw Rom Lait Column Sooo DEeiy mhtee sames SeoD ---:: =S==2

- Eiport fietresh . i SESET NN SR MEREN e P -
P Rewze Table | 17y Conmert to Range . . 7] Banded Row: Sanded Cotumnt !
. Poperties L L S |id Extermal Taisle Dats Table Siyde Dptiant sdie Shle
Gl L S Plcmnt Type

| Q a S T

1 A p ! ® pt & i Ml Extraord K& Adjust

2 Ashiand County Group Home {3221047) | 01 sotatoz 3aa 3512008 315139500 5000 $0.00  S0.00 3000 $000 5000  $51,395.00 Outstanding 6/17/2014
3 |Ashiand County Group Home {3221647) | ] spniie4 2/1/2014  2/28/2014 2 S1,26000  S0.00 000  S0.00  S0.00 $000° 3000  $1,260.00 Outstanding 6/17/2014
4 Ashland County Group Home (9221647 st oy coler Y1014 1/31/2004 31 5539500 $0.00 $0.00  S0.00  $0.00 $000 $0.00  $1,395.00 Outstanding 6/17/2014
5 Bellas Group Home [9221946) 3/1/2004  3/31/2004 31 9201500 5000  $0.00 000 2000 000  50.00 sz,oxsm ommmu 6/17/2014
7 sellasmuomelmuaﬂ Yaa/2004  1/31/2004 3 55000 5000 $0.00 5000  $0.00 5000  50.00 $520.00 Outstanding 6/17/2014
8 Bellas Group Home (9221945§ Text Biters 5/1/201a 5{31/2014 315201500 5000 $0.00  $0.00 $0.00 5000 S0.00  $2,015.00 Outstanding 8/20/2018
4 Bellas Group Home (9221946) execn £ 4/12014  &/30/2014 30 $1,950.00 5000 %000  $0.00 $0.00 $0.00  $0.00  $1,950.00 Outstanding 8/20/2014
10 Changes Group Home ($221966) ‘ W (Select Af) e 3312004 30 $5.70840  $000 $0.00 000 $0.00 $000  $000  §5,208.40 Outstanding o/17/2014
11 Hubbard, Old Mother (9221626} Fetr Fam Hm (NonRel) 713/2002  7/15/2012 3 55500 $000 $000  $0.00 $0.00 5000  $0.00 $55.00 Outstanding 6/17/2014
12 Northwest Passage Child and Ad (9221503 L Fair Fem 1em (Relatve) 3/1/2014  3/31/2014 11 8306300 000 $0.00  S000 S000 $0.00  $000  $3,069.00 Outstanding B/17/018
13 Smith, Granny ($221665) v 212004 2/3/200 3 679 S S0 000 000 000 $0.00 $4050 Outstanding 6/17/2014
13 Smith, Granny (922166%) , CRespas 12018 1f31/a004 31 S37613 S18sE1 000 %000 $0.00 S000  S0.00 $561.54 Outstanding 0/17/2014
15 Smith, Granny [9221665) Submdred Guardansh 12/3/2013  12/31/2013 31 S40000 $000 S$000  $000 S0.00 $000  $0.00 $400,00 Outstanding 6/17/2014
15 Smith, Geanny {9221665) Treatment Poster Home - Non-Relsive. |1 33/0/2013 | 11/50/2013 30 340000 5000 $0.00 3000 $0.00 5000 S0.00 400,00 Outstanding 6/17/2014
17 Smith, Gunw(SZIlﬁ&S) 19/1/20!3 w{sx/znu 1 ‘s«noo $0.00 $0.00 sq.oo som 90.00 som $400.00 Ouuundmg 6/17/2014
18 $mith, Geanny (9221665) ‘g/1/2m3  9/30/2013 30 $400.00 $000 S000  $000  $0.00 5000  $0.00 $400.00 Outstanding 6/17/2014
13 Smith, Granny {3221665) [ | a/1/a013  8/31/2033 31 $40000 5000 $0.00  $50.00  S0.00 5000  $0.00 $400.00 Outstanding 6/17/2014
20 Smith, Geanny (9221565) “9/12013  3/30/2013 30 $38800 5000 3000  S000 5000 000 S0.00 $388.00 Outstanding 6/17/2014 -
21 Smith, Granny {9221665) SUBSIANEEY GUSIBIEnENIE 112014 1/31/2014 31 $38800 $0.00 000  $0.00  S0.00 $0.00  $0.00 $382.00 Outstanding 6/17/2014
22 Smuth, Geanny (9221865) Subsidized Guardianship 12/1/2013  12/31/2013 31 538800 $000 000 %000 $0.00 000 S0.00 538800 Outstanding 6/17/2014
33 Smuth, Granny [9221665) Subsidized Guardianship 6/1/2013  6/30/2013 30 538300 S0.00 S0.00 .00 $0.00 $0.00  50.00 $383.00 Outstanding 0/17/2014
24 Smith, Geanny {9221665) Subsidized Guardianship 10/1/2013  10/31/2013 31 $3300 5000 000 000 $0.00 5000 5000 438200 Outstanding 6/17/2014
25 Smith, Granny l9;21§65| Subsidized Guardianship 8/1/2013 8/31/2013 31 $38s8.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $3828.00 Outstanding 6/17/_2014
26 Smith, Geanry (9221665) Subsidized Guardianship 112013 11/20/2013 300 S38m00 5000 %000  $000 $000 5000 $000  $38800 Outstanding 6/17/2018
27 Smith, Geanny {9221665) Subsidized Guardianship 2324 2/28/2004 28 538800 5000 50.00 .00 $000 $000  $0.00 $382.00 Outstanding 0/17/2014
28 Smith, Granny (3221665) Subsidized Goardianship JVma  3/51/2008 31 $3\300 000 S000 %000 $0.00 000 $0.00 $383.00 Outstanding 6/17/2008
2 :Smlth. Granny (9221665) Subsidized Guardianship /4013 7/31/2013 31 $388.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $383.00 Outstancing 6/17/2014
0 Snaggletooth Provider Care {$221523) Trestment Foster Home - Non-Relative  4/1/2014  2/30/2014 30 $000 5000 S0.00 S202050 $0.00 000 $0.00  $2,02050 Outstanding 6/11/2014
31 Snaggletooth Providar Care (9221523} Treatment Foster Homa - Non-Relative 412018 af30/204 30 $210,00 S128.00 $200.00 $0.00 $0.00 $0.00 50.00 $738.00 Outstanding o/13/2008
32 White (3221646) F5tr Fam Hm (Non-Rial) e 312004 1 5133 $000 $000 5000 000 5000 50,00 $13.23 Outstanding a/23/014
33 ‘White (9221646} Fstr Fam Hm (Non-Rel) /42014 2/28/2014 2 541000 5000 S0.00  $0.00  S0.00 5000 50.00 $410.00 Outstanding 4/23/2014
14 White (9221646} Fstr Fam Hm {Non-Rel) Y018 1232018 23 $30419 5000 S000  S0.00  $0.00 $0.00  S0.00 $304.19 Outstanding 4/23/2014
35 White (9221646) Fstr fam Hm (Non-Rel) 1/28/2m4  1/31/2014 4 S10581 S000 S0.00 $0.00 S0.00 $0.00  $0.00 $105.81 Outstanding 4/23/2014
30 White (3221646} E5tr Fam Hm {Non-Rel) 12/3/2003 12/31/2003 31 540000 $64.52 $282.26  S0.00  $0.00 5000 S0.00  $746.78 Outstanding 4/132014
37

7

9 Total: 43202335

a0
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14. The end results should look something like the following:

Note: The results displayed are only our Group Home payments. However, the total that displays is the total for our entire exported results. If
you wish to see a “Subtotal” based on our filtered results, a new formula must be added to the worksheet.

BE@9->-Als ¢ Out g Che ) =g 2
n Home Ssert Page Layout Formules Dala Review View Develuper Ao Design @ =F R
Tabde Name 1] summarize wath ProtTabie '-'. ) f F Mender ow Pzt Column . -

Tavlel T Remcwe Dupticates v ’ Total Row Lavt Comn

Export Hetresh a
O Reuze Tadle _-3 Carwert to Range - - I Banded fows 1 SsndedColummg: | [C————— RIS B R e ) =
Popeaies Tools Externyl Table Data Table Style Opbo Table Styte
Gl - £ | Plemnt Type -:
D e

't : 1 rpe x mm—mm—m— mm—m—m— m

2 Ashiand County Group Home (5221647 | Group Home 3f1/2004 31 §1.395.00 0/17/2014

3 Ashlm County Group Home (3221647) Group Home 2/1/2018 2/25/201‘ 28 SLZEO 00 50 00 50 W 9 ou 50 00 SO W ﬂlw Sl.260 00 Dutsnndmg 6/17/2014

4 Ashland County Group Home {9221647) Graup Home 11/2004  1/31/2014 31 54,395.00 S0.00 S0.00 $0.00 $0.00 $0.00 $0.00 $1,395.00 Putstanding 6/17/2014

5 Bellas Group Home (92219468} Group Home 3/1/”14. 3/31/2018 31 §2,015.00 $0.00 $0.00 $0.00 $0.00 50,00 <0.00 $2,015.00 Putstanding 6/17/2014

6 Bellas Group Home (9221546} Group Home 2h/ama 2/28/2014 2% $1.82000 $0.00 S000 0.0 50.00 Dutstanding 6/17/2014

7 qeilas Group Home {9221346) Group Home V2472014 1/31/2014 5 $520.00 $0.00 $0.00 50,00 $0.00 Putstanding 6/17/2014

9 Bellas Group Home (9221346} Group Home &/1/2014  4/30/2018 20 51,950.00 50.00 $0.00 $0.00 £0.00 Putstanding 8/20/2014

10 Changes Group Home (9221566} Qmpﬂomo ) 3f2/2008  3/312004 30 §5,70840 5000 000 $0.00  S0.00 Outstanding 6/17/2004

37

3

39

40

41

15. To add a Subtotal formula to your worksheet, type the following highlighted text, exactly as it is written, in the field directly above the Payment
Total. See the following page as an example of where to put the Subtotal. =SUBTOTAL(9,Table1l[Pmnt Total])

Note: If the above formula does not work then type: =SUBTOTAL(9,51:5??)

Do not type the “??” in your formula. These are representing an unknown number. Select all your data in column S to get your full string.
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16. The end results should look something like the following:

@‘ ﬂ L AR o .i ' 1e_Outitaniing_Cherts - Mizrasofrt £aes
- Home Insent Page Layout Formutas Dats Review View Developer Aerobat

fﬁ A cut Calibn -1 A A --[!—] B2 S wrap Teat General - ﬂ ’ |No ‘Bad Good Neutral .'e- 9\ L

— g Copy *
SRS et~ | 8 < %+ % & Conibors famn creaucen | I e oo
® Fromatpunter | B4 T B Hh-A- EEMF EE G Gemers | 8 % v WU R 4 Formu_|(Cokeuiation J Check et Explanatory . e re
Clipboaa - Forg . Algnment . Nunbee - ples Calle
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17. Notice that as the filter changes so does the Subtotal value:
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Using a Pivot Table to Work With Your Data

Pivot tables offer another great option for working with and presenting your data in an easy to read report. The next several pages will walk through how to
create a Pivot Table from your exported results.

It’s easiest if you already have your data in a Table format. If you’ve followed the steps above (Exporting Results from the Checks and Payments Maintenance
Page) then you are all set and ready for the next steps.

1. Start by inserting a new Worksheet. Click just to the right of the current Tab that you are on.

28 Subsidized Guardianship Submdlzed Guardia
29 Subsidized Guardianship Subsidized Guardi
30 Treatment Foster Home - Mon-Relative Foster Care

31 Treatment Foster Home - Mon-Relative Foster Care

32 Fstr Fam Hm (Mon-Rel) Foster Care

33 Fstr Fam Hm (Mon-Rel) Foster Care

34 Fstr Fam Hm (Mon-Rel) Foster Care

35 Fstr Fam Hm (Mon-Rel) Foster Care

36 Fstr Fam Hm (Mon-Rel) Foster Care

37

38

39

40

41

42

43

R 2014 Outstanding_Checks %]

Ready | ] Insert Worksheet (Shift+F11
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2. Right Click on the newly inserted tab and select “Rename”. Then name the new tab.

27 ¥ 7
28 78
29 25
30 a0
31 31
32 37
33
a4 Insert... 33
@ Delete =
35 35
36 Eename 26
37 Maove ar Copy.. 37
33 3= View Code 28
39 [y Protect Sheet.. 39
40 Tab Caolar L4 A0
4l Hide 41
42 o 42
43 S 43
AA _ Select All Sheets ~
M 4 F M l 2014 DutsEndlrlg Checks ,l ShEELL__( = f_‘ b M l 14 DUtEEndlng Chedks 'l Pivot Tahle,(/%j }
Ready | = | ’ 4
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3. Click on the first cell of your data, choose the Design Tab, and from there select “Summarize with PivotTable”.

2014_Outstanding_Checks2 - Microsoft Excel

X EH9-C-3 )~ | |
Home Insert Page Layout Formulas Drata Review View Developer Acrobat

Table Mame: iz] Summarize with PivotTable Q 5 T Header Row []] First Column e e EEEEE (EeeeE EEEEE | -

Tablel 3 Remove Duplicates [ Total Row [ Last Column —--- | EE==E EEEEE EEEEE St [EEEEE EEEEE |-

; ) = Export Refresh ==—--| EEEEE EooED EEEEE CoeoD Eeaeal eeeaEs =

<:|> Resize Table | f] Convert to Range - - £ Banded Rows |:| Banded Columns >

Properties Tools External Table Data Table Style Options Table Styles
A2 - Jx | Crispies, Gina (9223421)
B C D E F G

14 Case (ID) KA child Name(iD >

2 |Crispies, Gina (9223421) ICrispies, Crackle (9228146) Ashland County Group Home (9221647) 6932 Northwoods Drive, Ashland, Wi 54806 Group Home GH - Adulth
3 |Crispies, Gina (9223421) Crispies, Crackle (9228146) Ashland County Group Home (9221647) 6932 Northwoods Drive, Ashland, WI 54806 Group Home

4 Crispies, Gina (9223421) Crispies, Crackle (9228146) Ashland County Group Home (9221647) 6932 Northwoods Drive, Ashland, Wi 54806 Group Home GH - Adulth
5 Bear, Cindy (9223420)  Bear, Care (9228196) Bellas Group Home (9221946) 7630 W Center 5t., Milwaukee, W1 53222 Group Home GH - Bellas,
6 Bear, Cindy (9223420)  Bear, Care (9228196) Bellas Group Home (9221946) 7630 W Center St., Milwaukee, W1 53222 Group Home GH - Bellas
7 |Bear, Cindy (9223420)  Bear, Care (9228196) Bellas Group Home (9221946} 7630 W Center St., Milwaukee, WI 53222 Group Home GH - Bellas
8 Bear, Cindy (9223420)  Bear, Care (9228196) Bellas Group Home (9221946) 7630 W Center St., Milwaukee, W1 53222 Group Home GH - Bellas
9 Bear, Cindy (9223420)  Bear, Care (9228196) Bellas Group Home (9221946) 7630 W Center 5t., Milwaukee, W1 53222 Group Home GH - Bellas
10 Bear, Cindy (9223420)  Bear, Boo-boo (9228141) Changes Group Home (9221966) E9490 Church Rd., New London, WI 54961 Group Home

11 Crispies, Gina (9223421) Crispies, Snap (9228145) Hubbard, Old Mother (9221626) 3656 Leather Shoe Avenue, Ashland, W1 54806 Respite

12 Crispies, Gina (9223421) Crispies, Snap (9228145) Morthwest Passage Child and Ad (9221503) 55 Street, Madison, W1 53701 RCC

13 |Bird, Mom (9223460) Bird, Humming B. (9228471) Smith, Granny (9221665) 6472 Northwoods Drive, Ashland, Wi 54806 Fstr Fam Hm (Relative) Foster Care
14 Bird, Mom (9223460) Bird, Humming B. (9228471) Smith, Granny (9221665) 6472 Northwoods Drive, Ashland, Wi 54806 Fstr Fam Hm (Relative) Foster Car
15 Bird, Mom (9223460) Bird, Humming B. (9228471) Smith, Granny (9221665) 6472 Northwoods Drive, Ashland, WI 54806 Fstr Fam Hm (Relative) Foster Care
16 Bird, Mom (9223460) Bird, Humming B. (9228471) Smith, Granny (9221665) 6472 Northwoods Drive, Ashland, Wi 54806 Fstr Fam Hm (Relative) Foster Care
17 |Bird, Mom (9223460) Bird, Humming B. (9228471) Smith, Granny (9221665) 6472 Northwoods Drive, Ashland, Wi 54806 Fstr Fam Hm (Relative) Foster Care
13 Bird, Mom (9223460) Bird, Humming B. (9228471) Smith, Granny (9221665) 6472 Northwoods Drive, Ashland, Wi 54806 Fstr Fam Hm (Relative) Foster Care
19 Bird, Mom (9223460) Bird, Humming B. (9228471) Smith, Granny (9221665) 6472 Northwoods Drive, Ashland, WI 54806 Fstr Fam Hm (Relative) Foster Care
20 Bird, Kid (9223480) Bird, Kid (9228217) Smith, Granny (9221665) 6472 Northwoods Drive, Ashland, Wi 54806 Subsidized Guardianship Subsidized
21 Bird, Kid (9223480) Bird, Kid (9228217) Smith, Granny (9221665) 6472 Northwoods Drive, Ashland, Wi 54806 Subsidized Guardianship Subsidize
22 Bird, Kid (9223480) Bird, Kid (9228217) Smith, Granny (9221665) 6472 Northwoods Drive, Ashland, Wi 54806 Subsidized Guardianship Subsidized
23 Bird, Kid (9223480) Bird, Kid (9228217) Smith, Granny (9221665) 6472 Northwoods Drive, Ashland, WI 54806 Subsidized Guardianship Subsidize
24 Bird, Kid (9223480) Bird, Kid (9228217) Smith, Granny (9221665) 6472 Northwoods Drive, Ashland, Wi 54806 Subsidized Guardianship Subsidized
25 Bird, Kid (9223480) Bird, Kid (9228217) Smith, Granny (9221665) 6472 Northwoods Drive, Ashland, Wi 54806 Subsidized Guardianship Subsidized
26 Bird, Kid (9223480) Bird, Kid (9228217) Smith, Granny (9221665) 6472 Northwoods Drive, Ashland, Wi 54806 Subsidized Guardianship Subsidized
27 Bird, Kid (9223480) Bird, Kid (9228217) Smith, Granny (9221665) 6472 Northwoods Drive, Ashland, WI 54806 Subsidized Guardianship Subsidized
23 Bird, Kid (9223480) Bird, Kid (9228217) Smith, Granny (9221665) 6472 Northwoods Drive, Ashland, Wi 54806 Subsidized Guardianship Subsidized
29 Bird, Kid (9223480) Bird, Kid (9228217) Smith, Granny (9221665) 6472 Northwoods Drive, Ashland, Wi 54806 Subsidized Guardianship Subsidized
30 Bear, Cindy (9223420)  Bear, Boo-boo (9228141) Snaggletooth Provider Care (9221523) 1234 123 Rockbed Drive, Abbotsford, Wi 54405 Treatment Foster Home - Non-Relative  Foster Care
31 Bear, Cindy (9223420)  Bear, Boo-boo (9228141) Snaggletooth Provider Care (9221523) 1234 123 Rockbed Drive, Abbotsford, W1 54405 Treatment Foster Home - Non-Relative

32 Bear, Cindy (9223420)  Bear, Boo-boo (9228141) White (9221646) 6392 West Forest St., Ashland, Wi 54806 Fstr Fam Hm (Mon-Rel)

33 Bear, Cindy (9223420)  Bear, Boo-boo (9228141) White (9221646) 6392 West Forest 5t., Ashland, Wi 54806 Fstr Fam Hm (Mon-Rel)

34 Bear, Cindy (9223420)  Bear, Boo-boo (9228141) White (9221646) 6392 West Forest St., Ashland, Wi 54806 Fstr Fam Hm (Mon-Rel)

35 Bear, Cindy (9223420)  Bear, Boo-boo (9228141) White (9221646) 6392 West Forest St., Ashland, WI 54806 Fstr Fam Hm (Non-Rel)

36 Bear, Cindy (9223420)  Bear, Boo-boo (9228141) White (9221646) 6392 West Forest St., Ashland, Wi 54806 Fstr Fam Hm (Mon-Rel)

37
4 4 » M| 2014_oOutstanding_Checks .~ Pivot_Table ~#J 4] 1l

Ready | 3 |
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4. Select Summarize with PivotTable will bring up a Create PivotTable dialog box. Choose “Select a table or range” your table should already
populate that box.

For the second Radio Button option choose “Existing Worksheet” and then select the Pivot Table Tab that you just previously created. You can
do this by simply clicking on that new Tab and then clicking on the upper left most cell within that Tab.

|E| H92-0C-3al- ‘ | 2014_Outstanding_Checks - Microsoft Excel E
File Home Insert Page Layout Formulas Data Review View Developer Acrobat Design
Table Name liz| Summarize with PivotTable _"a.I\ E2 Properties Header Row First Column e e e
J~ ! Remove Duplicates Bl __ ¢ Cpenin Browser Total Row Last Column | |E==— | EEEEE EEEEE EEEEE EEEEE EEEEE EEEEE
y Export Refresh .. == e EEEEE EEEEE e EEEEE EEEEE
2 Resize Table | 4] Convert to Range g2 Unlink Banded Rows Banded Columns
Properties Tools External Table Data Table Style Options Table Styles

&
Al - I | Crispies, Gina (9223421)
A B C D E F G H | ] K L M N 0] P a R
1} .
) !
3
a 2
&) Choose the data that you want to analyze
6 % Select a table or range
7 TablefRange: [Table1 Esl
e " Use an external data source
f{] Choose Connection... |
11 Connection name:
12 Choose where you want the PivotTable report to be placed
13 " Mew Worksheet
14 {¥ Existing Worksheet
= Location: [Pivot_Table!$AS1] S| {
15 [ | o |
17 £
18
M4k H 2014 Outstanding Chedks Pivot_Table %3 El 4

Po

int | E |
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5. Upon selecting OK on the dialog box the PivotTable will display
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6. Now you can start creating your PivotTable. Drag items from the “fields to add to report” to your “Row Labels” box and “Values” box.

@945
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mE R &

Irsert  Refresn Crange Data
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SR
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7. Your Row Labels represent the specific “unique” elements that you look at your data across. In our example we are going to look at our payment
data across Payee and Child. In other words, we want to create a display of all payments (within our data) broken down by Payee and Child.

Ed9--Qs 01¢_Out g.Cherds - M aced =2
_ Home  dndet  Pagelapout  Fermul  Osla Rewew  View  Dewtloper  Acobel Optiors | Design PR

FiveeTable Name:  Active Tisld: T e e ey | @ GOUD Selettion | 4 PR 2 : = == 5 4 = (R i = [H5 | +l | 27
PwetTable? Payee Nama(ID) Sk & Ungras it i ﬂ ..1] -l'fi/ 'x'd *"’L £ % 14 e <7 = ;] = f_'j
7 G Pioda mkt "3 appae Fotlivn Fost - | gl W " Intert  Retresh Change Dats Cleat Select Mave nmanse Foeidy, Remn,  PwotChart hot Frelad e Fiekd
& options ¢ g ¥} P Pl Sheer + - Source - - = Pwoltfable - Valus tue & Sety Ut [Buttuns [resdeny
ProiTable Actiee Fittd Group Sant & Filler Oata Atione Calaations Yool Snow
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s sird, Kid (9228217) ‘ IS
5 - snaggletooth Provider Care (9221523) ‘ g::::!
6 Bear, Boo-boo (9226141) =thal
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8. Now you can start setting up the specific values that you want to look at. In this instance we are going to look at Cost “buckets”.

[ﬂ!ﬂﬂ-(‘-;}:: m 214_Outstanadng_Chedks + Eaet =Y B
BEEER v et igelmowt  Femin DM Reiee  View  Deeloptr  Adotst | Outens | 6 @a @
i i e 3 fypand Entex Fiv T Ichison 5L Al f' :; % % : :F:‘ ﬁ -‘!d*
PvotTable2 Fayee NamedD) : l * Ungiosip & 414 = _c_j ‘ .3 1 A E‘ Jil z —'&] ‘l:’
;’ODM' b6 °_1 Fuele Settingy "3 Coltayns Entirs Felo m Wi Fond Ay W ‘l'::'ﬂ. ﬂlﬂﬂh Ot;\.::un.lﬂ O..' S'l'“ mu ‘::::-::‘ ¥ U'.‘.”l'f:l m‘?k lfaoiic ™ .:l.
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o 23]
P A Y T ) e () ) e ey — - " - 2 wotTable Feld Lt '
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9. Your desired data values might look something like the following:

Bd9-o-1as % 214 Outstanding Chedks - [ s
BEEER v et agelmowt  Feman DM Reiew  View  Dwrloptr  Auotet | Ouens 6@aFs
Srvotlante N Adtive Fiele D Bt e i @ Covus Sesecton v R — =Y = =6y . |

e T el B2 B B B4 @ & & ﬁ o 29

*
€
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PwotTabie Attowe Fiwly Group Sort & Filler Data Adtienn Cadeualationy Yook
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10. The default display is a “compact” view, not necessarily the easiest to look at. So let’s change how things look. Click anywhere on your report
and then click on the “Design” tab. Then choose “Report Layout” and select “Show in Tabular Form™.

X HdD-® -4+ | ProtTabie Toos 2014_Outstandin1

Home Insert Page Layout Formulas Data Review View Developer Acrobat Options Design

—_:'5‘ [¥#] Row Headers [ Banded Rows SE=== - == = ===== =S==== S==== =S====

Subtotals Grand

Report | Blank Column Headers []] Banded Columns | | == === =====

= Totals = |Layout =|Rows =
Layou = tyle Options PivotTable Styles
Al —;_é Show in Compact Form M
—= ) ) B C D E F G H

1 [RowlLabels =i Shourin Outiine Form wm of Basic Sum of Suppl Sum of Excpt Sum of Admin Sum of Pmnt Total
2 =Ashland Co —= 4050 0 0 0 4050
3 Crispies,| | =5 Show inIabular Form 4050 0 0 0 4050
4 | = Bellas Grou 8320 (1] 0 0 8320
5 Bear, Car = Repeat All ltem Labels 8320 0 1] 0 8320
6 =Changes Gr — 5708.4 0 0 0 5708.4
7 Bear, Boc :§§ Do Not Repeat lhen Labels 5708.4 0 0 0 5708.4
8 | ZHubbard, 0 — 55 0 0 0 55
9 Crispies, Snap (9228145) 55 1] 1] 1] 55
10 = Northwest Passage Child and Ad (9221503) 3069 0 0 0 3069
11 Crispies, Snap (9228145) 3069 0 0 0 3069
12 ='Smith, Granny (9221665) 6282.92 199.52 0 0 6482.44
13 Bird, Humming B. (9228471} 2402.92 199.52 0 0 2602.44
14 Bird, Kid (9228217) 3880 0 0 o 3880
15 ='Snaggletooth Provider Care (9221523) 410 128 200 2020.5 2758.5
16 Bear, Boo-boo (9228141} 410 128 200 2020.5 2758.5
17 ='White {9221646) 1233.23 64.52 282.26 0 1580.01
18 Bear, Boo-boo (9228141} 1233.23 64.52 282.26 0 1530.01

d Total 20128.5 32023.35

October 2014

31



11. Notice that the children are no longer nested under the Payee and that they now have their own column.

and End Dates to our Row Labels.

) gq.(s._z = 2014_Outstanding_ Checks - Mirmsstt Exced @B
Iset  Pagelayout  Formidas Dt Resew  View  Dawwlopel  Acrabat i | Owiign P o
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i 4] A | 8 © | 3 : ¥ | — ‘ : I | o PivotTable Field List - X%
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3 Ashland County Group Home (9221647) Total == 050 0 0 0 4050 [lpmat Status

10 = Bellas Group Home (9221946} ~/Bear, Care {9228196) =1/2¢/2014 1/31/2014 520 0 0 0 520 (d Pmat Start

u 1/24/2014 Total 520 0 0 0 520 (e Ponat End
n =2/1/2014  2/28/2014 1820 0 o 0 1820 g e

13 2/1/2014 Total 1820 0 0 o 1820 Dt Type

b =3/1/2008  3/31/2018 2015 0 a o 2018 & Basic

15 3/1/2014 Total 2015 0 0 0 2015 [ Suppl

16 24/1/2008  4/30/2014 1550 ] 0 0 1950 [ Excpt

17 4/1/2014 Total 1950 0 0 0 1350 (& Ademin

18| =5/1/2014  5/31/2014 2015 0 0 0 2015 O >t
19 5/1/2014 Total 2015 0 0 0 2015 Cex¥aced .
0 Bear, Care (9228196) Total 8320 0 0 o 8320 2:'“

21 Bollas Group Home (9221946) Total | j | 1 8320 0 0 0 8320 L [Doncsmes

22 “Changes Group Home (9221966) “Bear, Boo-boo (9228141) | =3/2/2014  3/31/2014 5708.4 0 0 o 57084 ] Check Dispostion Date af
3 3/2/2014 Total 5706.4 0 0 0 5708.4 '
EN ) - Bear, Boo-boo (9228141) Tothl 5708.4 0 0 0 5708.4 Vg ek bebieen oreas beloer:

25 Changes Group Home (9221966) Total 5708.4 0 [ 0 5708.4 WV ReportPiter S Coumnisbeb
26 ~Hubbard, Old Mother (39221626) “(Crispies, Snap (9228145) | =7/13/2012  7/15/2012 S5 [ 0 0 55 BT
2| 7/13/2012 Total 55 0 0 0 55

s Crispies, Snap (9228145) Tot3l 5 ) o 0 55

9 Hubbard, Old Mother (9221626 Total | S5 0 0 0 55

30 = Northwest Passage Child and Ad (9221503) - Crisples, Snap (9228145) | =3/1/2014  3/31/2014 3069 0 0 0 3063

T 3/1/2014 Total 3069 0 [ 0 3069
2 - Crispies, Snap (9228145) Totd| 3060 [} 0 ) 3069

3 Northwest Passage Child and Ad {9221503) Total 3069 0 0 0 3069

34 5 Smith, Granny (9221665) “gird, Humming B. (9228474 S8/1/2013  8/31/2013 a00 o 0 0 400 “ ;m... T vebes

EL) 8/1/2013 Total 400 0 0 0 200 Payec Novel. = | | SmetBese  ~ |
36 =9/1/2013  9/30/2013 400 0 0 o 400 Odd NassellD). ~ ; | sumofsipl v
37 9/1/2013 Total 400 0 0 0 400 et Start | FamotEnot =
38 =10/1/2013 10/31/2013 400 0 0 0 400 | umofadn -
39 10/1/2013 Total 400 0 0 o 400 [ | sumotpmnt,., =
40 S11/1/2013  11/30/2013 400 0 0 o 400

a1 13/1/2013 Total 400 0 0 o 400

az S12/1/2013  12/31/2013 200 0 0 0 400

a3 12/1/2013 Total 400 0 0 0 400 N = ' [.
.“‘.‘ T i Ty — t_-g.lum ,lmlznu) 272613 195 81 n K,C‘l £61 64 o[ | Defer Layout Update | tecate
Ry | 3| B B R —
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12. The problem with adding Payment Start and End is that the Pivot Table wants to “Subtotal” these. If we were to select one or the other it will not
do this. If you select both as is in the screen-shot above you will notice the Total value below each. If we want to see both values we can simply
add a column in our data worksheet that combines the two. Here’s a sample of how to do that. Note: The formula can be typed in the first cell and
then simply fill down the rest of your data.

FAIN™ B AR e RN | 2014_Outstanding_Checks2 - Microsoft Excel =
Home Insert Page Layout Farmulas Drata Review View Dreveloper Acrobat I Dresign I
Table Name: “_.':'J Summarize with PivotTable ; i) [T Froperties Header Row [ First Column == == - W === = — W ==]=]—=]—] e | e | -
Tablel ﬂ'qRemoveDuplicates - Open in Browser | [ Total Row [ Last Column - - - -| EEEEE EEEES SEEEE = lEeE==E=]E
; — Export Refresh S EEEEE e Ee e =====1m-
'3' Resize Table | [ff] Convert to Range - - 2 Unlin Banded Rows |:| Banded Columns =~
Properties Toals External Table Data Table Style Options Table Styles
N2 - fe | =TEXT(L2,"mm/dd/yyyy")&" - "&TEXT(M2,"mm/dd/yyyy") <—
G H | 1 K L
1 [ Msvecat  Blsverype BdlrptcatBd pmint Status BlPmnt start B Pmn Days Paid Bd|Pm?
zIGroup Home GH - Adulthood's Path 11 Adulthood's Path 11 {GH) 10 Outstanding 3f1/2014 A03/01/2014 - 03/31/2014 31 Mart
3 Group Home GH - Adulthood's Path 1I Adulthood's Path 1l {GH) 10 Outstanding 2/1/2014 02/01/2014 - 02/28/2014 28 Map
4 Group Home GH - Adulthood's Path 11 Adulthood's Path 11 {GH) 10 Outstanding 1/1/2014 01/01/2014 - 01/31/2014 31 Mai
5 Group Home GH - Bellas Bellas Group Home 10 Outstanding 3f1/2014 03/01/2014 - 03/31/2014 31 Maijg
6 Group Home GH - Bellas Bellas Group Home 10 Outstanding 2/1/2014 02/01/2014 - 02/28/2014 28 Mai
7 Group Home GH - Bellas Bellas Group Home 10 Outstanding 1/24/2014 01/24/2014 - 01/31/2014 8 Ma
3 Group Home GH - Bellas Bellas Group Home 10 Outstanding 5/1/2014 05/01/2014 - 05/31/2014 31 Mai
9 Group Home GH - Bellas Bellas Group Home 10 Outstanding 4/1/2014 04/01/2014 - 04/30/2014 30 Mai
10 Group Home GH - Choices to Change Changes Group Home 22 Qutstanding 3/2/2014 3/31/2014|03/02/2014 - 03/31/2014 30 Maid
11 Respite One Time Payment - Respite  One Time Respite Payment null Outstanding 7/13/2012  7/15/2012|07/13/2012 - 07/15/2012 3 Mag
12 RCC RCC - Northwest Passage Residental Program (Boys) (RCC) 8 Outstanding 3/1/2014  3/31/2014|03/01/2014 - 03/31/2014 31 Ma#
13 Fstr Fam Hm (Relative) Foster Care Foster Home (Level 2+) 8 Outstanding 2{1/2014 2/2/2014|02/01/2014 - 02/02/2014 2 Mai
14 Fstr Fam Hm (Relative) Foster Care Foster Home (Level 2+) 8 Outstanding 1/1/2014 1/31/2014Q1/01/2014 - 01/31/201: 31 Maig
3 Mk B o] e Mal=ds & Easde me (Leve B A Uiskaasies 12/ 0 ! Lok B/ 2013 - } . 1.0
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13. If we add our new column to our Row Labels we will have something that looks like the following:

T4 1™ B R 2014 _Dutstanding Checks - Micrasoft Excet =#2
Home | hsant  Pagelwoue  Formsay  Data.  Wavew  View  Dewlopee  Acobat | Dptiens  Detign c@o@
. A Cut = i A frem| . B : ; ) 1 >
i S Catibn 1 AN "amg ¥ =5 vvap Test Genenl E y I ﬂorml j Bac Good ér ,ﬁ
P fromutparter B 7 U2 G- A EEW PE Hungeacontns | § - % o (42 Condmen Fomat Exptonatory .. [MGMEN Seas Finds
Chipooard Fon . Abgnment Py er . Stydes diteng
Al > fe | Payne Name{I0} ¥
[ 4] A | 8 L/ [3 2 D | £ | G I “a PivotTable Fiekd List %
1 [Payee Name{iD) - Jehild Name(iD) - |[combined Date \mammawandmmdum SumofPmntTotal s
2 = Ashland County Group Home (9221647) = Crispies, Crackle (9228146)01/01/2014 - 01/31/2014 1395 0 0 0 1395 Choose fiekds 1o &4 to reports ==
3] 1/2014 - 02/28/2014 1260 o 0 0 1260 fg;::""‘"';) =
4 03/01/2014 - 63/31/2004 1395 0 0 0 1355 | Clpayes Address
5 Crispies, Crackle {9228146) Total 050 0 9 0 4050 | CI#termt Tyoe
6 Ashland County Group Home (9221647) Total 050 0 0 o 4050 |5rvecCat
7 =Bellas Group Home (9221946) = Boar, Care (9228196) 01/24/2014 - 01/31/2014 520 0 0 [} 520 |[C]seveType
8 2/01/2014 - 02/28/2014 1820 0 0 0 1820 o Oaptcat
9 /01/2014 - 03/31/2014 2015 0 0 0 2015 Opmnt Stans
10 /01/2014 - 04/30/2014 1950 [ [ 0 1950 )Pt start
n 05/01/2014 - 05/31/2014 15 0 o 0 2015 JLinmn g
1u Bear, Care (9228196) Total w20 o o 0 52 o
13 Bellas Group Home (3221946) Total 8120 0 0 0 8320 CIPwntType
14 =Changes Group Home (9221966) = Bear, Boo-boo (9228141) |03/02/2014 - 03/31/2014 57084 0 0 ) $708.4 @ Basic
15 Bear, Boo-boo (8228141) Totd| 5708.4 0 0 0 5708.4 [ supp!
16 Changes Group Home (9221966) Total 5708.4 0 0 0 S708.4 | Excpt
17 = Hubbard, Old Mother (9221626) = Crispies, Snap (9228145)  [07/13/2012 - 07/15/2012 55 [} 0 0 55 [ Admin
ST Crisples, Snap (9228145) T 55 0 0 0 55 | [0 it
115 Hubbard, Oid Mother (9221626) Total | o 55 0 0 0 55 | OExteord ||
20 - Northwest Passage Child and Ad (9221503) - Crispies, Snap (9228145  [03/01/2014 - 03/21/2014 3069 [ 0 0 3069 D“”“m‘
an © Crisples, Snap (9228145) T 3069 0 I 0 3069 :msw
22 Northwest Passage Child and Ad (9221503) Total = = 3069 o LS 0 3069 | [ Check Disposstion Dste =l
21 = Smith, Granny (9221665) = Bird, Humming B. ( 01/2014 - 01/31/2014 376.13 185.81 o ) 561.94
24 02/01/2014 - 02/02/2014 2679 FER 0 0 0.5 Drag fleide between areas below:
25 08/01/2013 - 08/31/2013 a00 0 o 0 400 ¥ Reportiter (] ColnLabels
2 09/01/2013 - 05/30/2013 400 [ o 0 00 T [z v
7 10/01/2013 - 10/31/2013 200 0 0 o 400
28 11/01/2013 - 11/30/2013 400 0 0 0 400
29 12/01/2013 - 12/31/2013 200 0 0 0 400
30 Bird, Humming B. (9228471) Total 2402.92 199,52 0 0 2602.84
31 “ Bird, Kid (9228217) 01/01/2014 - 01/31/2014 388 0 0 0 388
n 02/01/2014 - 02/28/2014 188 0 0 0 384
33 /01/2014 - 03/31/2014 388 o o 0 388
3 06/01/2013 - 06/30/2013 388 0 0 0 388
35 /01/2013 - 07/31/2013 388 0 [ [ 388 -
30 08/01/2013 - 08/31/2013 388 0 0 0 388 -
37 09/01/2013 - 09/20/2012 388 0 0 0 384 -
38 10/01/2013 - 10/31/2013 388 0 0 0 388 -
39 11/01/2013 - 11/30/2013 308 0 0 0 384 v |
0 12/01/2013 - 12/31/2013 388 0 0 0 388
a Bird, Kid {9228217) Total 3880 0 0 0 3880
42 Smith, Granny (9221665} Total y L ] [ 6282.92 199.52 o o 648284
43 =snaggletooth Provider Care (9221523) “Bear, Boo-boo (9228141) Qouzou-ouaomw 410 128 200 2020.5 2758.5 - :
AR _— CEET et Table %« Bears ham (39941 Tobai A e o mﬁ‘, K € ,'k [] Defer Layout Update [ Upute: |
| Dutetarding 4 i
LResgy | D | I P R RO —
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14. Let’s take a little more specific look at things. Select the filter option for Payee Name(I1D) and we will choose Granny Smith.

October 2014

EH9-~-3+

Haome Insert

Subtotals Grand

Page Layout

Farmulas Data Review View

Developer Acrobat

Options

Row Headers

Report  Blank Column Headers [] Banded Columns

|:| Banded Rows

Design

2014_COutstanding_Checks - Microsoft Excel

- Totals = Layout~ Rows ~
Layout PivotTable Style Options PivotTable Styles
| c1 - I | Combined Date
A B c D E F H
I\ Payee Name(ID) - | Child Name{ID) - |Combined Date - jSum of Basic Sum of Suppl Sum of Excpt Sum of Admin Sum of Pmnt Total
2 |2/%] sertatez = Crispies, Crackle (9228146) 01/01/2014 - 01/31/2014 1395 0 0 0 1395
3 2| sotZtoa 02/01/2014 - 02/28/2014 1260 0 0 0 1260
4 More Sort Options... 03/01/2014 - 03/31/2014 1395 0 0 0 1395
5 . Crispies, Crackle (9228146) Total 4050 0 0 0 4050
6 |As 2050 0 0 0 2050
7 |@| Lol Ffilters " [=Bear, Care (9228196) 01/24/2014 - 01/31/2014 520 0 0 0 520
8 Yalue Filters ' 02/01/2014 - 02/28/2014 1820 0 0 0 1820
9 Search L 03/01/2014 - 03/31/2014 2015 0 0 0 2015
10 ] (Select All 04/01/2014 - 04/30/2014 1950 0 0 0 1950
11 [ Ashland County Group Home (3221647) 05/01/2014 - 05/31/2014 2015 1] 1] 0 2015
12 [Belas Group Home (9221946) Bear, Care (9228196) Total 8220 0 0 0 8320
B e w20 0 0 0 w20
14 | = [Nerthwest Passage Chid and Ad (32215 | = Bear, Boo-boo (9228141)  03/02/2014 - 03/31/2014 5708.4 0 0 0 5708.4
15 ith, Granny ) Bear, Boo-boo (9228141) Total 5708.4 0 0 0 5708.4
16 Ch [[]Snaggletooth Provider Care (9221523) 5708.4 0 0 0 5708.4
17| =1 LI White (3221646) SCrispies, Snap (9228145)  07/13/2012 - 07/15/2012 55 0 0 [} 55
18 J] | H Crispies, Snap (9228145) Total 55 0 0 0 55
15 Hu ,TI — I - 55 0 0 0 55
20 | = =\ Crispies, Snap (9228145)  03/01/2014 - 03/31/2014 3069 0 0 0 3069
21 Crispies, Snap (9228145) Total 3069 0 0 0 3069
22 Northwest Passage Child and Ad (9221503) Total 3069 0 0 0 3069
23 | = Smith, Granny (9221665) = Bird, Humming B. (9228471 01/01/2014 - 01/31/2014 376.13 185.81 0 0 561.94
24 02/01/2014 - 02/02/2014 26.79 13.71 0 0 40.5
25 08/01/2013 - 08/31/2013 400 0 0 0 400
26 09/01/2013 - 09/30/2013 400 0 0 0 400
27 10/01/2013 - 10/31/2013 400 0 0 0 400
28 11/01/2013 - 11/30/2013 400 0 0 0 400
29 12/01/2013 - 12/31/2013 400 0 0 0 400
30 Bird, Humming B. (9228471) Total 2402.92 199.52 0 0 2602.44
31 = Bird, Kid (2228217) 01/01/2014 - 01/31/2014 388 0 0 0 388
32 02/01/2014 - 02/28/2014 388 [i] [i] [i] 388
33 03/01/2014 - 03/31/2014 388 0 0 0 388
34 06/01/2013 - 06/30/2013 388 0 0 0 388
35 07/01/2013 - 07/31/2013 388 0 0 0 388
36 08/01/2013 - 08/31/2013 388 0 0 0 388
37 09/01/2013 - 09/30/2013 388 0 0 0 388
38 10/01/2013 - 10/31/2013 388 0 0 0 388
39 11/01/2013 - 11/30/2013 388 0 0 0 388
40 12/01/2013 - 12/31/2013 388 0 0 0 388
41 Bird, Kid (9228217) Total 3880 0 0 0 3880
42 Smith, Granny (9221665) Total 6282.92 199.52 0 0 6482.44
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15. You will notice that there were two sets of payment data. One for Humming Bird, and one for Kid Bird. The Combined Date represents each
month’s payments. At the bottom of child’s payments is a Subtotal for each of our Cost “Buckets”, and at the very bottom is a Grand Total for

Granny Smith.
¥ " 9 - ™ (& |= ‘ PivotTable Tools 2014_Outstanding_Checks - Microsoft Excel
Home Insert Page Layout Formulas Data Review View Developer Acrobat Options | Design ?

Row Headers |:| Banded Rows -

Subtotals Grand | Report EBlank Column Headers [ Banded Columns _

- Totals ~  Layout = Rows ~ S— -

Layout PivotTable Style Options PivotTable Styles
c1 - I | Combined Date
A B C D E F G H I
IIPayee Name(1D) -T| Child Name(ID) + |Combined Date - |Sum of Basic Sum of Suppl Sum of Excpt Sum of Admin Sum of Pmnt Total

2 | =/Smith, Granny (9221665) = Bird, Humming B. (9228471 01/01/2014 - 01/31/2014 376.13 185.81 0 0 561.94
3 02/01/2014 - 02/02/2014 26.79 13.71 1] 1] 40.5
4 08/01/2013 - 08/31/2013 400 1] 0 0 400
3 03/01/2013 - 09/30/2013 400 1} 1} 1} 400
] 10/01/2013 - 10/31/2013 400 1] 1] 1] 400
7 11/01/2013 - 11/30/2013 400 1] 1] 1] 400
8 12/01/2013 - 12/31/2013 400 0 0 0 400
9 Bird, Humming B. (9228471) Total 2402.92 199.52 0 0 26002.44
10 = Bird, Kid (9228217) 01/01/2014 - 01/31/2014 388 1] 0 0 388
11 02/01/2014 - 02/28/2014 388 a ] ] 388
12 03/01/2014 - 03/31/2014 388 1] 0 0 388
13 06/01/2013 - 06/30/2013 388 1} 1} 1} 388
14 07/01/2013 - 07/31/2013 388 1] 1] 1] 388
15 08/01/2013 - 08/31/2013 388 1] 1] 1] 388
16 09/01/2013 - 09/30/2013 388 0 0 0 388
17 10/01/2013 - 10/31/2013 388 1] ] ] 388
18 11/01/2013 - 11/30/2013 388 1] 0 0 388
19 12/01/2013 - 12/31/2013 388 0 0 0 388
20 Bird, Kid (9228217) Total 3880 0 0 0 3880
21 Smith, Granny (9221665) Total 6282.02 199.52 0 0 6482.44
22 Grand Total 6282.02 199.52 0 0 6432.44
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16. Remember that the PivotTable looks for “unique” values for items entered in the Row Labels. This can change the way your data presents as is
illustrated in the screen-shot below. Here we’ve removed Combined Date and are now looking at things across Days Paid. In this instance it has
summed all the Cost “buckets” based on Days Paid. For Humming Bird there was one month where it only paid for 2 days. There were two (2)
months were it paid for 30 days, and there were four (4) months were it paid for 31 days. In the Basic column it summed the basic amounts paid
for the 30 day months, which totaled $800.00. It summed the basic amounts paid for the 31 day months, which totaled $1576.13, etc. Not quite
the display we were looking for here.

Xl 4 9- & [+ | PivotTable Tools 3014 _Outstanding_ Checks - Microsoft Excel
Home Insert Page Layout Formulas Data Review View Developer Acrobat Options Design

:gé = [#] Row Headers [[] Banded Rows SE——— == === ===== S==== =S==== =====|-

Subtotals Grand | Report Blank | [7] Column Headers [ Banded Columns || =====, —==== —==== ===== ===== ===== |-

> Totals = Layout = Rows ~ M

Layout PivotTable Style Options PivotTable Styles
C1 - J& | Days Paid
A B ¢ \ D E F G H I
ZI Payee Name(ID) -T| Child Name(ID}) w{|Days Paid| ~ [Sum of Basic Sum of Suppl Sum of Excpt Sum of Admin Sum of Pmnt Total
2  =Smith, Granny (9221665) ='Bird, Humming B. (9228471 2 26.79 13.71 i] ] 40.5
3 30 200 0 ] ] 200
4 31 1576.13 185.81 ] ] 1761.54
5 Bird, Humming B. (9228471} Total 2402.92 199.52 0 0 2602.44
5] ='Bird, Kid (9228217) 28 388 0 1] o 388
7 30 1164 0 0 0 1164
&8 31 2328 0 0 o 2328
9 Bird, Kid (9228217) Total 3220 0 0 0 3820
10 Smith, Granny (9221665) Total 6282.92 1049.52 0 0 6482.44
11 Grand Total || f 6282.92 1049.52 (1] Li] 6482.44
12 ' . ~ ~ r g ’-‘ g ’
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17. Once you have your PivotTable setup you can further refine the way it looks with some simple formatting. Select the Design Tab on the

PivotTable Tools and then choose a PivotTable Style. If you select the down arrow in the bottom right of that group box it will open up to display
a number or other options.

FIN™ B SR

Home Insert Page Layout Formulas Data Review View Developer Acrobat

2014 Qutstanding_C

Row Headers [7] Banded Rows

Saptolaly, Gand | Report. Aank Column Headers [ Banded Columns | | |===5=| ===== S===s =SEss s====
» Totals » Layout~ Rows~ === e

Layout | PivotTable Style Options 1 PivotTable Styfes _é .
A2 v fx | Ashland County Group Home (9221647)
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18. Choose an option that fits liking, or define a new PivotTable Style.

Review

X H92-C-Q s
File Home Insert Page Layout Formulas Data

Developer

Acrobat

PivotTable Tools

Cptions

Design

2014_Outstanding_Checks - Microsoft Excel

October 2014

Row Headers Banded Rows B
Subtotals Grand | Report EBlank Column Headers Banded Columns
- Totals = Layout~ Rows ~
Layout | PivotTable Style Options |
Cl1 _ g2 | Combined Date
A B
1 d f Admin Sum of Pmnt Total
2 3 922166 =IBird, Humming B. { 0
3 0 40.5
4 0 400
5 0 400
6 0 400
7 = = 0 400
2 = = 0 400
9 Bird, HummingB. (92— 3 0 2602.44
10 =IBird, Kid (9228217) 0 388
11 0 388
12 0 388
13 0 388
14 0 388
15 0 388
16 0 388
17 0 388
18 0 388
19 0 388
20 Bird, Kid (9228217) Tc 0 3880
| 22 Grand Total 0 6482.44
| 23 |
|24 |
| 55 |
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19. After formatting your report might look something like the following:

ﬂ | H q RN a |¢ 2014_Outstanding_Checks - Microsoft Excel
File Home Insert Page Layout Formulas Data Review View Developer Acrobat Options Design

Row Headers Banded Rows -
| -
Subtotals Grand | Report Elank Column Headers Banded Columns =
- Totals ~  Layout~ Rows ~
Layout PivotTable Style Options PivotTable Styles
c - f« | Combined Date
A A B C D E F G H
1 -1 - -
2 L a 3 66 =IBird, Humming B. (9228471 01/01/2014 - 01/31/2014 376.13 185.81 0 1] 561.54
3 02/01/2014 - 02/02/2014 26.79 13.71 0 0 40.5
4 08/01/2013 - 08/31/2013 400 0 1] a 400
5 09/01/2013 - 09/30/2013 400 0 0 1] 400
i} 10/01/2013 - 10/31/2013 400 0 0 a 400
7 11/01/2013 - 11/30/2013 400 0 ] ] 400
8 12/01/2013 - 12/31/2013 400 0 0 1] 400
9 Bird, Humming B. (9228471) Total 2402.92 199.52 0 0 2602.44
10 =IBird, Kid (9228217) 01/01/2014 - 01/31/2014 388 0 ] ] 388
11 02/01/2014 - 02/28/2014 388 0 0 1] 388
12 03/01/2014 - 03/31/2014 388 0 0 a 388
13 06/01/2013 - 06/30/2013 388 0 0 1] 388
14 07/01/2013 - 07/31/2013 388 0 0 0 388
15 08/01/2013 - 08/31/2013 388 0 0 a 388
16 09/01/2013 - 09/30/2013 388 0 0 1] 388
17 10/01/2013 - 10/31/2013 388 0 0 1] 388
18 11/01/2013 - 11/30/2013 388 0 0 a 388
19 12/01/2013 - 12/31/2013 388 0 0 1] 388
20 Bird, Kid (9228217) Total 3880 0 0 0 3880
21 : 9 b o3 b282.9 09 0 0 pA82.A4
22 Grand Total 6282.92 199,52 0 0 6482.44
2
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20. You can further refine your report by adding spaces, Subtotals, and Grand Totals.

X H9-C-Q- ;

File Home Insert Page Layout Formulas Data Review

Row Headers Banded Rows

Subtotals Grand Report
3 Totals » Layout ~ |

Layout
Cl >

k Column Headers Banded Columns

Insert Blank Line after Each Item

X|| b 9-®~- (4|5 X|| 9~~~ 145

File Home Insert Page Layout Formulas Data Review é File Home Insert Page Layout Formulas Data Review

Row Headers Banded Rows

i

Row Headers Banded Rows

(RTHT

’ [
Subtotals| Grand | Report Blank

v Totals » Layout~ Rows~ |

Column Headers Banded Columns Subtotals

RN

Report Blank Column Headers Banded Columns
Layout » Rows ~ |

btTable Style Options

otTable Style Options
Do Not Show Subtotals . =

i ibined Date

Ei child Name(ID)
= Bird, Humming B. (9223

Off for Rows and Columns

mbined Date
E Child Name(ID)
= Bird, Humming B. (9224

Show all Subtotals at Bottom of Group

On for Rows and Columns

Show all Subtotals at Top of Group

On for Rows Only

;;'i'?' Include Filtered Items in Totals

On for Columns Only
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21. Your final results might look something like the following:

B3 child Name(ID) B

=ICrispies, Crackle (9228146)

Payee Name(ID)

S Ashland County Group Home (9221647)

Ashland County Group Home (9221647) Total

S Bellas Group Home (9221946) =IBear, Care (9228196)

Bear, Care (9228196) Total

Bellas Group Home (9221946) Total

Combined Date
01/01/2014 - 01/31/2014
02/01/2014 - 02/28/2014
03/01/2014 - 03/31/2014

Crispies, Crackle (9228146) Total

01/24/2014 - 01/31/2014
02/01/2014 - 02/28/2014
03/01/2014 - 03/31/2014
04/01,/2014 - 04/30/2014
05/01/2014 - 05/31/2014

$8,320.00

$0.00

$0.00

$0.00

Ba sum of Basic Sum of Suppl Sum of Excpt Sum of Admin Sum of Pmnt Total
51,395.00 50.00 50.00 50.00 51,395.00
51,260.00 50.00 50.00 50.00 51,260.00
41,395.00 50.00 $0.00 40.00 $1,395.00
$4,050.00 $0.00 $0.00 $0.00 $4,050.00
$4,050.00 $0.00 $0.00 $0.00 $4,050.00

$520.00 50,00 $0.00 50.00 $520.00
51,820.00 50,00 50.00 50.00 $1,820.00
$2,015.00 50,00 $0.00 50.00 $2,015.00
51,950.00 50.00 50.00 50.00 £1,950.00
$2,015.00 $0.00 $0.00 $0.00 52,015.00
$8,320.00 $0.00 $0.00 $0.00 $8,320.00

$8,320.00
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Crispies, Snap (9228145) Total $3,069.00 .00 $0.00 $0.00 $3,069.00
Northwest Passage Child and Ad (9221503) Total $3,069.00 $0.00 $0.00 $0.00 $3,069.00
= Smith, Granny (9221665) =Bird, Humming B. (9228471 01/01/2014 - 01/31/2014 $376.13 $185.81 $0.00 $0.00 $561.94
02/01/2014 - 02/02/2014 $26.79 $13.71 $0.00 $0.00 $40.50
08/01/2013 - 08/31/2013 $400.00 $0.00 30.00 30.00 3400.00
09/01/2013 - 03/30/2013 $400.00 $0.00 30.00 30.00 3400.00
10/01/2013 - 10/31/2013 $400.00 $0.00 30.00 30.00 $400.00
11/01/2013 - 11/30/2013 5400.00 50.00 50.00 50.00 5400.00
12/01/2013 - 12/31/2013 5400.00 50.00 50.00 50.00 £400.00
Bird, Humming B. (9228471) Total $2,402.92 $199.52 $0.00 $0.00 $2,602.44
= Bird, Kid (3228217) 01/01/2014 - 01/31/2014 $388.00 $0.00 $0.00 $0.00 $388.00
02/01/2014 - 02/28/2014 $388.00 $0.00 $0.00 $0.00 $388.00
03/01/2014 - 03/31/2014 $388.00 $0.00 $0.00 $0.00 $388.00
06/01/2013 - 06/30/2013 $388.00 $0.00 $0.00 $0.00 $388.00
07/01/2013 - 07/31/2013 $388.00 $0.00 $0.00 $0.00 $388.00
08/01/2013 - 08/31/2013 $388.00 $0.00 $0.00 $0.00 $388.00
09/01/2013 - 03/30/2013 $388.00 $0.00 30.00 30.00 3388.00
10/01/2013 - 10/31/2013 $388.00 $0.00 30.00 30.00 $388.00
11/01/2013 - 11/30/2013 $388.00 $0.00 30.00 30.00 $388.00
12/01/2013 - 12/31/2013 5388.00 50.00 50.00 50.00 5388.00
Bird, Kid (9228217) Total $3,880.00 50.00 $0.00 $0.00 £3,880.00
Smith, Granny (9221665) Total $6,282.92 $199.52 $0.00 $0.00 $6,482.44
Grand Total $20,128.55 530204 $482.26 $2,020.50 $32,023.35

October 2014

42



